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Financial and Controlling

Accounts Receivable

z Overview

Customer master records contain data that control how business transactions are recorded and
processed by the system. They also include all the information about a customer that you
need to conduct business transactions with them.

Customer Master records represent the subsidiary ledger that supports the balance sheet
accounts for Accounts Receivable, Deposits Payable, and Unearned Income. Individual
customer master records are referred to as customer accounts and represent the amount owed
by the customer (in the case of accounts receivable) or the amount of deposit paid by a
customer. These funds also include money that will be returned or amounts of money paid in
advance by a customer in anticipation of receiving some goods or services from MWR or VQ
Activities.

Entries are posted to customer accounts either by entering a transaction (sometimes referred
to as an “invoice) that establishes the receivable or liability against the customer. Payments
against receivables are most frequently posted on a Daily Activity Record (DAR) as are
payments received in advance or deposits. Invoices are entered, for example, when a
returned check is received, when an individual hosts a private function at a MWR facility, or
when a Command checks out of the Visiting Quarters and must be billed all room charges.

As noted above, some customer transactions represent liabilities instead of receivables. Such
as the case of Unearned Income representing advance payment of a private function or
trip/tour or payment of a deposit that will be returned to the customer (frequently used in gear
rental). In these situations, posted amounts should NOT be recorded to the balance sheet
accounts for receivables but to the correct liability account. Instead of creating multiple
customer accounts for the same customer for multiple transactions, only one customer
account is created for each customer and transactions are directed to the appropriate
balance sheet account through the use of the SPECIAL General Ledger (GL) Indicator.
By entering this “special GL indicator” at the time of transaction entry, the amount paid by a
customer can be easily posted against the 251001 (Unearned Income) instead of the 131005
(Accounts Receivable.)

As noted in the above paragraph, some customer invoices are represented by General
Receivables and others represent Returned Check amounts. These two situations require
posting to two different balance sheet accounts (131005 and 132000 respectively for
MWR/CIV/NFC). Again, at the time the transaction is entered, a “special GL indicator” is
used to re-direct the posting for a returned check to the appropriate balance sheet account.

In both instances noted above, the customer account balance still holds each transaction (no

matter which balance sheet account is affected), however the Balance Sheet reflects each
transaction in the correct G/L account.
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The following Special GL Indicators are available for use:

“R” — Returned Check (will post amount to 132000)

“U” — Earned Income (will post amount to 251001)

“D” — Deposits Payable (will post amount to 203001)
“V”- Fleet Voucher Program (will post amount to 131010)

Since the balance sheet accounts for receivables, deposits payable and unearned income
(commonly called “reconciliation” accounts) are represented by open items posted to
customers accounts, SAP is able to provide detailed reporting, aging, etc., on these accounts.

Company Code RECONCILIATION Accounts
8042 131002- Accounts Receivable City Ledger IND Billing VQ
8042 131003- Accounts Receivable Fair Market Rental VQ
8042 132000- Accounts Receivable Returned Checks
8042 133002- Accounts Receivable City Ledger Group Billing VQ
8042 133003- Accounts Receivable Operations Contract SER VQ
5173 131005- Accounts Receivable General RECON
5173 132000- Accounts Receivable Returned Checks
5173 133005- Accounts Receivable Other RECON
1353/4047 131005- Accounts Receivable General RECON
1353 131010- Accounts Receivable Fleet Vouchers
1353/4047 132000- Accounts Receivable Returned Checks
1353 133005- Accounts Receivable Other RECON

For more information on the use of these accounts, please refer to the General Ledger
Chapter for more detailed guidance.

Please use the following guidelines when entering data into the “reference or text field”:
MWR/CIV/NFC:

Dues/Memberships — Use membership number

Private Functions — Use Private Party Contract number
Marina Berthing Fees — Use Marina Rental contract number
Child Care Fees — Use Child Name

Vehicle Storage — Use storage contract/agreement

NFC Leaseback — Use Aircraft Tail Number
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vQ
Quarters Guest (Individual) — Use folio number
Command/Group — Use Command/Group Name (folio number if possible)

Customer master data is separated into 3 sections:

e General Data
contains information that applies to all sales areas such as customer name, address and
contact information.

e Company Code Data
is specific to a company code and contains information such as reconciliation account,
payment and dunning procedures.

e Sales Area Data
contains information relevant to the sales organization and distribution channels of your
company. It contains such information as order processing, billing and shipping.

The most common types of customers MWR has are:

Individuals and Groups

o Dues, e.g., club membership

o Fees, e.g., marina berthing fees

o Down payments (unearned income) i.e. party contracts

o Customer deposits i.e. vehicle storage deposits or funds on deposit by a
command

o Returned Checks
The most common type of customers Visiting Quarters (VQ) has are:
Individuals

o Military
o Civilians

Groups
o Ships
° Commands
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z Create A Customer Master Record Centrally

Menu Path:  ACCOUNTING> FINANCIAL ACCOUNTING> ACCOUNTS
RECEIVABLE> MASTER RECORDS> MAINTAIN CENTRALLY> CREATE

Transaction Code: XDO01

On the screen titled “Create Customer: Initial Screen”, enter information in the fields as
specified in the table on the next page:

Create Customer: Initial Screen

A2 ACTIVE, RESER, RETRD MILITARY &
i

Companycode 1148

Sales area

1146

Distribiution channel [1

Division 01|[a)

Sales organization

All sales areas... | | Customer's sales areas...

Reference
Customer
Company code
Sales organization
Distribution channel
Reference division

Vg 76 %
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Create Customer: Initial Screen

Enter the following data:

Field Name Description User Action and Values
Account Type of Customer Enter appropriate Account Group:
group e Active Duty Military (use this

account for active, retired and
reserve members)

Ship Customers

Civilians

Military Commands

Other

This field is NOT required if you
decide to use a reference
customer/company code.

Customer The Customer’s System Generated | Do NOT enter customer number — the
number system will assign a customer number
when you save the master data.

CIVL =6000000 - 6999999
COMM =1000000 — 1999999
MILT =3000000 - 3999999
SHIPS =20000 - 29999
OTHER = 5000000 - 5999999

Company The company code ID Enter the company code.

code
Company code must be entered to

create Accounting screens.

Sales Enter Sales Organization
organization Sales Organization mirrors Company
Code (i.e.,1034=1034; 1019=1019;
8172=8172)
Distribution Enter 01 ALWAYS
channel
Division Enter 01 ALWAYS

Press the Enter key or the green checkmark g to continue.
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You will now see a screen titled “Create Customer: General Data”. Enter information in the
fields as specified in the table below. There are several tabs on this screen. You can toggle
between the tabs using the Tab Control or via the menu paths Goto > Next tab (F8) and
Goto > Previous tab (F7).

NOTE: Remember that the fields that are displayed and required will vary depending on the
account group chosen.

WARNING: ALWAYS enter customer name, address, search term, etc., in ALL
capitals using NO punctuation. Punctuation must be excluded to
comply with central mail facility processing requirements.

Create Customer: General Data

Address Information:

Customer Edit Goto  Extras  Environment  Systern Help
& BIHIC@@ EHE STO0 EE @
Create Customer: General data
Eﬁ” General data | Company code data | Sales area data @
Customer INTERNAL

Address | Control data |

El L3 Preview El

Marme
Title (85 b
MHame WLLAM ARMSTEAD

Search terms
Search term 1/2 ARMSTEAD

Street address

House noJstreet 5428 PIME 5T
CitylStatelZIP Code MILLIMGTOM TN 38055
Country us USA

Communication

Language English gl Other communication...

Telephone {9013 B874-2541| - =
Fax = 2

Enter the following data:
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Address Information

Field Name Description User Action and Values
Form of address Rank or title used when creating
MILT Customers.
E1-E9
01-010
Title

NOTE: 010 is out of order in
the drop down menu. It appears

directly under O1.
Name Customer name Enter customers
first name initial last name
Short name which is used to Enter customer’s last name
Search term | set up a match code for as a search term
search criteria
Street Street address Enter proper mailing address
information.
City / City / State / Postal Code Enter complete address
Regional / information

Postal code

Two digit country identifier Enter US

Country Enter appropriate country code
Language English Should default to “English”
Telephone Enter customer’s home

P phone number
Fax Enter customer’s fax number

According to the policy letter sent out by the Commander, Navy Personnel Command,
effective October 1, 2002, MWR facilities are no longer required to write Social
Security numbers on customer checks as long as they are on file somewhere within
MWR. Child Development Centers already require a social security number on
registration forms when children are enrolled so this fills the requirement. Other
options for maintaining social security numbers are a check log at the facilities,
requiring patrons to sign up for a check cashing card with the business office, or an
activity wide database.
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Navigate to the Control Data tab.
Control Data
INTERMAL

Customer WILIAM ARMETEAD

Address  Control data |

MILLIMGTOM

Tax information

Taxcode 1 409-51-4744

Enter the following data.

Control Data:
Field Name Description User Action and Values
Unit Using this field for UIC Required for account
Identification | number (Unit Identification | groups SHIPS and
Code Code) COMMS: Enter UIC
i number
Only appears for Ship or

Command Customer

Tax Code 1 Social Security Number

Civilian

Only appears for Military or

Required for MILT and
CIVL customers:

Enter customer’s social
security number. Use
format: XXX-XX-XXXX

The account group will
determine if this field is
required.

SHIPS and COMMS do
NOT require this field.
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. Company code data .
Click the “Company Code Data” button to view the company code

information groups: Account management, Payment transactions, and Correspondence.
Alternatively, the menu path Goto — Company code data (Ctr/ + F2) can be used.

Edit Goto Extras  Enwironment Systermn Help

& 2l B a2 HE DO ARG

Create Customer: Company code data

&5 |7 | General data || Company code data || Sales area data || (| | [

Customer INTERMAL WilILLAM ARMSTEAD MILLIMGT O
Campany code 1146 hvWE BSA MIDSOLUTH

Account management k Fayment tfransactions k Carrespondence |

Accounting information
Recon. account 1310085 Sort key EIEIEI

Reference data
Frev.acct na.
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Enter the following data.

Company Code Data: Account Management tab

Field Name Description User Action and Values
Reconciliation | When you post items to a | Enter the appropriate account.
Account subsidiary ledger, the
system automatically For all MWR/NFC/CIVMWR
posts the same data to the | Customers use:
general ledger. e 131005
Each subsidiary ledger has | For VQ customers use:
one or more reconciliation | ¢ 131002 for City Ledger
accounts in the general Individual Billing
ledger. These e 133002 for City Ledger
reconciliation accounts Group Billing
ensure that the balance of
G/L accounts is always
fully supported.
Sort Key Key fgr sorting according | Enter 000
to assignment numbers

Navigate to the Payment Transactions tab.

Accounts Receivable
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Company Code Data: Payment Transactions Tab

Customer Edit Goto  Extras  Enwironment  Systern Help

& a8 a2 HEIOD o8 BAE @

Create Customer: Company code data

&5 |57 | General data || Company code data || Sales area data | | (& | [

Customer INTERMAL WilILLAM ARMSTEAD MILLIMGT O
Campany code 1146 MR HSA MIDSOLUTH

Account management . Fayment fransactions k Carrespondence

Fayment data
Terms of payment con3

Altormatic payment fransactions
Payment methods © Fayment hlock D

Enter the following data.
Payment Transactions tab:

Field Name Description User Action and Values
Terms in which the customer | Enter C003
Terms of . . .
must pay the invoice Net due Immediately is
Payment
always used!
Payment EFT refunds will NOT be Enter “C” for Check
Methods used!
Block key used to block an Enter “D” for Special AR
open item or an account for block.

payment transactions.
This blocks an open item or
an account for payment

transactions.
Payment

Block For example, if the customer

has a credit balance in his or
her account, this will prevent
a refund payment from being
automatically prepared.
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Navigate to the Correspondence tab.

Customer  Edit Goto  Extras Environment  System Help
& 200 CaQ EAR SO0 BAE @m
Create Customer: Company code data
5 General data || Cormpany code data || Sales area data | B [
Custamer INTERMAL WIILIAM ARMSTEAD MILLIMNGTOM

Campany cade 1146 WWWE MSA MIDSCLITH

Account managerment k Payrrenttransactions ~ Correspondence

Dunning data
Cunn.procedure 2000 Diunning block
Dunn.recipient Leg.dunn.proc.
Last dunned Dunning level
Dunning clerk Grouping key 1 Dunning areas..
Carrespondence
Acct staterment 2
Acteclktelno.
Clerk's fax
Clrk's internet
Account mema

Enter the following data.
Company Code Data: Correspondence tab:

Field Name Description User Action and Values
Dunning This field contains the key for | Enter “2000” for Military
Procedure the dunning procedure to be Customers (account group

used. MILT) only! If 2000 is
entered, grouping key must
be 01.

Enter “3000” for VQ Military
Customers (MILT) and
Civilian Customers (CIVL).
There is NO grouping key

with Dunning 3000.
Dunning Key which reflects the reason | Leave Blank
block for a dunning block indicator
Dunn Leave Blank Leave Blank
Recipient
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Leg Dunn Leave Blank Leave Blank
Proc
Last Dunned | System will populate this field | Leave Blank
as dunning procedures are
run.
Dunning System will populate this field | Leave Blank
Level as dunning processes are run.
System will enter "0" if never
dunned, "1" if the 1*' level of
dunning has been completed,
etc.
Dunning Leave Blank Leave Blank
Clerk
Grouping Leave Blank except for Must be “01” when dunning
Key Military customers procedure = 2000 for active
military (MILT) customers
ONLY.
Leave BLANK when
dunning procedure = 3000.
Account Indicator for periodic account | Enter “2” for monthly
Statement statements account statements
Acct Clerk | Enter accounting Clerk Enter data if appropriate
Tel telephone number
Clerks Fax | Enter Accounting Clerks Fax | Enter data if appropriate
Number
Clerks Enter Accounting Clerks Enter data if appropriate
Account Enter special note or details Enter data if appropriate (e.g.
Memo regarding account extended payment plan or
similar)

. Salez area data . . .
Click the “Sales Area Data” button to view the sales area related information

groups (if you have entered the Sales org, Distr channel and Division): Sales, Shipping,

Billing document, Partner functions. Alternatively, the menu path Goto — Sales Area data
(Ctrl + F2) can be used.
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Sales Area Data: Sales Tab

Customer  Edit Goto  Extras  Enwvironment  Systerm Help

& 248 €@ SHE ODLOO I BE @ 0
Create Customer: Sales area data

it General data || Company code data | Sales area data || [& | [3)
Customer INTERMAL WilLIAM ARMSTEAD MILLIMGT M
Sales org. 1146 MR HSA MIDSOLUTH
Distr. channel 11 AlMS Default DC
Division 11 AlMS Default Ciiv,

Sales | Shipping | Billing document | Parner functions |

Sales aorder
CUrrency UED| @ Armerican Dallar
PP cust. proc.

FProduct attributes |

PricingsStatistics
Cust.pric.proc. 1 Standard

Use the tab control to toggle between the Sales Area Data information groups: Sales,
Shipping, Billing document, Partner functions. Alternatively, the menu paths Goto — Next
tab (F8) and Goto — Previous tab (F7) can be used.

Enter the following data.

Sales Tab:
Field Name Description User Action and
Values
Currency Currency Defaults to USD
PP Cust Proc Not Used Leave Blank
Customer pricing Enter “1” for
Procedure Standard
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Navigate to the Shipping tab.

Customer  Edit Goto  Extras  Environment  Systermn Help

& ald B €@ SHE SDOD  RE @0
Create Customer: Sales area data

it General data || Company code data | Sales area data || (& [

Customer INTERMAL WILIAM ARMSTEAD MILLIMGT M

Sales org. 1146 MR BSA MIDSOLUITH

Distr. channel 11 AlMS Default DC

Division 11 AlMS Default Ciiv,

Sales  Shipping | Biling document | Partner functions |

Shipping

Delivery priarity | @ Qrder caombhbination
Shipping conditions

Delivering site

[] Relevantfor POD

FoOD timeframe

Fartial deliveries

[] Complete delivery regqd by law

Fartial delivery per iterm Fartial delivery allovwed
Max. parial deliveries q

[] Unlimited tal.

Underdel. tolerance

Overdeliv. folerance

Shipping: NO DATA NEEDS TO BE ENTERED ON THIS TAB!

Field Name Description User Action and Values
Order Combination Defaults “Selected”.
DO NOT CHANGE!
Max. Partial Defaults to “9”.
Deliveries DO NOT CHANGE!
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Navigate to the Billing document tab.

Custormer Edit Goto  Extras  Environment  Systermn Help

& B Al eE® SHE ST EE &
Create Customer: Sales area dala

it General data | Company code data | Sales area data | [ [
Customer INTERMAL WLIAM ARMSTEAD MILLIFGT O
Sales org. 1146 MR HSA MIDSOLTH
Distr. channel 11 AlMS Default DC
Division 11 AlMS Default iy,

Sales | Shipping  Billing document | Parner functions |

Billing docurment
Imvaicing dates
InvoicingListDates

Delivery and payment terms

Incoterms
Terms of payment EEIEIE@

Sales and Data: Billing Document Tab

BILLING DOCUMENT TAB: ONLY THE “TERMS OF PAYMENT” FIELD
NEEDS TO BE POPULATED ON THIS TAB!

Field Name Description User Action and
Values
Terms of Payment Enter C003 always!

Navigate to the Partner Functions tab.

The system will default with the customer’s Name for partner functions: Sold to; Bill to;
Ship to; Payer.

You do not have to enter any data on this tab!

Just click through it!
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To save the customer master record, select Customer — Save or select the Save icon.
The system will display a message indicating the account number that was created and
the company code it was created in.
This customer number is generally a 7-digit number and follows the series:

Civilian Customers  6000000-6999999

Command Customers 1000000-1999999

Military Customers  3000000-3999999

Ship Customers 20000-29999

Other Customers 5000000-5999999

STOP! This completes the procedure for Creating a Customer Master
Record Centrally.
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z Extend A Customer Master Record Centrally

Menu Path:  ACCOUNTING> FINANCIAL ACCOUNTING> ACCOUNTS
RECEIVABLE> MASTER RECORDS> MAINTAIN CENTRALLY> CREATE

Transaction Code: XD01

WARNING: ONLY EXTEND A CUSTOMER MASTER RECORD BETWEEN
COMPANY CODES WITHIN A REGION (i.e.-MWR customer to VQ or VQ to MWR).
DO NOT EXTEND FROM ANOTHER REGION. The customer can only have one

address, phone number, etc. even when the customer is in different regions.

On the screen titled “Create Customer: Initial Screen”, enter information in the fields as
specified in the following tables:

Create Customer: Initial Screen

Account group 2| | ACTIVE, RESER, RETRD MILITARY &
Custormer B 3004765 (=]
Company code 1094

Sales area

Sales organization 1094

Distribution channel (11

Division (11

All sales areas. .. | | Customer's sales areas...

Reference

Customer

Company code
Sales organization
Distribution channel
Reference division
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Enter the following data:

Field Name Description User Action and Values
Customer Customer’s system Enter the customer number that is
generated number being extended from another
company code.
Company Company code number Enter the company code that the
code customer is being created in.

Company code must be entered to
create Accounting screens.

Sales Sales Organization mirrors Company

Organization Code (i.e. 1034=1034; 1019=1019;
8172=8172)

Distribution Enter 01 ALWAYS

Channel

Division Enter 01 ALWAYS

Press the Enter key or the green checkmark @ to continue.

The “Company Code Data” screen will appear since the General Data tab is automatically populated
with the customer’s name, address, phone number and social security number.
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Customer Edit Goto Extra
& g

s Environment Syste

B Cae EHE D00 EE @

Create Customer: Company code data

it General data || Company code data || Sales area data 2|
Customer 2004785 WILIAM ARMSTEAD MILLING TN
Company code 1004 MR COMMAVREG, NE

Account management h Payment transactions L Correspondence |

Accounting information

Recan. account | @ Sort key =
Feference data
Frev.acct no.
Account Management tab:
Field Name Description User Action and Values
Reconciliation | When you post items to a | Enter the appropriate account.
Account subsidiary ledger, the
system automatically For all MWR/NFC/CIVMWR
posts the same data to the | Customers use:
general ledger. e 131005
Each subsidiary ledger has | For VQ customers use:
one or more reconciliation | ¢ 131002 for City Ledger
accounts in the general Individual Billing
ledger. These e 133002 for City Ledger
reconciliation accounts Group Billing
ensure that the balance of
G/L accounts is always
fully supported.
Sort Key Key fpr sorting according | Enter 000
to assignment numbers

Accounts Receivable
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Navigate to the Payment Transactions tab.

Customer Edit Goto B . Environment S - Help
(V] ld @ eaQ 2HE OO0 BE @
Create Customer: Company code data

it General data || Company code data || Sales area data || (& || B
Customer 3004765 WILIAM ARMSTEAD MILLINGTOMN
Company code 1094 MWWE COMNAYREEG, NE

Account management | Payment transactions L Correspnndence|

Payiment data
Terms of payment coo3

Automatic payment transactions
Payment methods C Payment block D|@

Payment Transactions tab.

Field Name Description User Action and Values
Terms in which the customer | Enter C003
Terms of . . . .
must pay the invoice Net due immediately is
Payment
always used!
Pavment Enter “C” for Check
y EFT refunds will NOT be
Methods
used!
Block key used to block an Enter “D” for Special AR
open item or an account for block.

payment transactions.

This blocks an open item or
an account for payment
Payment transactions.

Block
For example, if the customer
has a credit balance in his or
her account, this will prevent
a refund payment from being
automatically prepared.
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Navigate to the Correspondence tab.

1IMEer

&

Edit Goto B

Environment BIm

Help
TH @@ BB ST Oa BE @

Create Customer: Company code data

it General data || Company code data || Sales area data || & B
Customer 3004765 WIILIAM ARMSTEAD MILLINGTCHM
Company code 1094 MWER COMNAVREG, NE
Account management k Payment transactions ' Correspondence |
Dunning data
Dunn.procedure | @ Dunning block
Dunn.recipient Leg.dunn.proc.
Last dunned Dunning lewvel
Dunning clerk Grouping key

Correspondence

Act.clk tel.no.
Clerk's fax
Clrk's internet
Account memo

Acct statement

™

A
Correspondence tab:

Field Name Description User Action and Values
Dunning This field contains the key for | For MWR, enter “2000” for
Procedure the dunning procedure to be Military Customers (MILT)

used. only! If 2000 is entered,

grouping key must be 01.
For VQ, enter “3000” for
Military (MILT) and Civilian
(CIVL) Customers.
There is NO grouping key
with Dunning 3000.

Dunning Key which reflects the reason | Leave blank

block for a dunning block indicator

Dunn Leave Blank Leave blank

Recipient

Leg Dunn Leave Blank Leave blank

Proc

Accounts Receivable
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Last Dunned | System will populate this field | Leave blank
as Dunning Procedures are
run.
Dunning System will populate this field | Leave blank
Level as dunning processes are run.
System will enter "0" if never
dunned, "1" if the 1*' level of
dunning has been completed,
etc.
Dunning Leave blank Leave blank
Clerk
Grouping Leave blank except for Must be “01” when dunning
Key Military customers procedure = 2000 for active
military (MILT) customers
ONLY.
Leave BLANK when
dunning procedure = 3000.
Account Indicator for periodic account | Enter “2” for monthly
Statement statements account statements
Acct Clerk | Enter Accounting Clerk Enter data if appropriate
Tel telephone number
Clerks Fax | Enter Accounting Clerks Fax | Enter data if appropriate
Number
Clerks Enter Accounting Clerks Enter data if appropriate
Internet email address
Account Enter special note or details Enter data if appropriate (e.g.
Memo regarding account extended payment plan or
similar)

Sales area data

Click the “Sales Area Data” button to view the sales area related information
groups (if you have entered the Sales org, Distr channel and Division): Sales, Shipping,

Billing document, Partner functions. Alternatively, the menu path Goto — Sales Area data
(Ctrl + F2) can be used.
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Customer Edit Gota

@ 190 CE® DB DNo0 DE @

Create Customer: Sales area data
gt General data || Company code data || Sales area data |[E| | @
Custamer 3004765 WILIAW ARMSTEAD MILLINGTCN
Sales arg. 1094 WMWR COMNAVREEG, NE
Distr. channel B1 Al Default DC
Divisian 01 AlMS Default Diy.

Sales | Shipping | Billng document | Partner functions |

Sales order
Currency =D American Dallar
PP cust. proc.

Product attributes |

Pricing/Statistics
Cust.pric.proc. 1|@
Sales tab:
Field Name Description User Action and
Values

Currency Currency Defaults to USD
PP Cust Proc Not Used Leave Blank
Customer pricing Enter “1” for
Procedure Standard
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Navigate to the Shipping tab.

omer Edit Goto Environment Erm

al < @ oH
Create Customer: Sales area data

Help
EBlIEnasn FHE @

et General data || Company code data || Sales area data | @ |
Customer 3004765 WILIAM ARMSTEAD MILLINGTOM
Sales org. 1004 MWR COMMNAVREG, NE
Distr. channel 01 AIMS Default DT
Division (o A3 Default Div.

Sales ' Shipping | Billing document | Partner functions

Shipping
Deelivery priority | @
Shipping conditions

Delivering site

[ Relevant far POD

POD timeframe

Order comhination

Partial deliveries
[ Complete delivery reqd by law
Partial delivery per iterm

[ Unlimited tol.
Underdel. tolerance
Cwerdeliv. tolerance

Max. partial deliveries 9

Partial delivery allowed

Shipping: NO DATA NEEDS TO BE ENTERED ON THIS TAB!

Field Name Description User Action and Values
Order Combination Defaults “Selected”.
DO NOT CHANGE!
Max. Partial Defaults to 9.
Deliveries DO NOT CHANGE!
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Navigate to the Billing Document tab.

""" Edit Goto  Extras ironment  Systern Help
& 2 H CER  SEEIODO0 EE @b
Create Customer: Sales area data
e General data || Company code data | Sales area data

Customer 3004785 WILIAM ARMSTEAD MILLING TSN
Sales org 1004 WMANR COMNAYREG, NE

Distr. channel o1 AIME Default DC

Division o1 AIMS Default Div

Sales | Shipping ' Biling docurnent | Partner functions |

Billing document
Invoicing dates
InvoicinglistDates

Delivery and payment terms
Incoterms
Terrmz of payrment C003|@

BILLING DOCUMENT TAB: ONLY THE “TERMS OF PAYMENT” FIELD
NEEDS TO BE POPULATED ON THIS TAB!

Field Name Description User Action and
Values
Terms of Payment Enter C003 always!

Navigate to the Partner Functions tab.

The system will default with the customer’s Name for partner functions: Sold to; Bill to;
Ship to; Payer.

You do not have to enter any data on this tab!

Just click through it!

] .
To save the customer master record, select Customer — Save or select the 'S Save icon. The
system will display a message indicating the same account number that was created in the new
company code.
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This customer number is generally a 7-digit number and follows the series:
Civilian Customers ~ 6000000-6999999
Command Customers 1000000-1999999
Military Customers  3000000-3999999

Other Customers 5000000-5999999

Ship Customers 20000-29999

To change any information on the General Data tab, go to Change A Customer Master Record
Centrally.

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > MASTER RECORDS > MAINTAIN CENTRALLY > CHANGE
Transaction Code: XDO02

WARNING: Do this procedure ONLY when a change needs to be made to the
customer master record.

If it is determined that the Account Group is incorrect, a new customer master record
MUST be created. The old (incorrect) customer master record should be marked for
deletion (as long as no open items are pending) and blocked for posting.

If open items exist, they must be journaled to the new (correct) customer prior to
marking for deletion/blocking.

Likewise, if a customer's reconciliation account is determined to be incorrect, the
incorrect customer account must be marked for deletion and blocked for posting. A
new customer master record should be created!

A locally developed form can be created to use in requesting changes to customer
master records or the Customer Master Request Form provided in the User Handbook
can be adopted.
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z Change A Customer Master Record Centrally

Menu path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > MASTER RECORDS > MAINTAIN CENTRALLY > CHANGE

Transaction Code: XD02

WARNING: Do this procedure ONLY when a change needs to be made to the
customer master record.

If it is determined that the Account Group is incorrect, a new customer master record
MUST be created. The old (incorrect) customer master record should be marked for
deletion (as long as no open items are pending) and blocked for posting.

If open items exist, they must be journaled to the new (correct) customer prior to
marking for deletion/blocking.

Likewise, if a customer's reconciliation account is determined to be incorrect, the
incorrect customer account must be marked for deletion and blocked for posting. A
new customer master record should be created!

A locally developed form can be created to use in requesting changes to customer
master records or the Customer Master Request Form provided in the User Handbook
can be adopted.
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On the screen title “Change Customer: Initial Screen”, enter information in the fields as
specified in the table on the next page.

Change Customer: Initial Screen

Zustomer Edit Goto Extras  Environment  Systerm Help
& ajd B €@ SDHE DOLoD EE @ E
Change Customer: Initial Screen
E

Change Custormer: Initial Screen

Customer 3004765 [ hlILIAM ARMSTEAD
Caompany code 1146 hib R FSA MIDSOUTH

Sales area

Sales arganization 1146 MR MSA MIDSOUTH

Distribution channel a1 AlMS Default DC

Division a1 AlME Default Div.

| All =ales areas... | | Customer's sales areas...

¢ go (O s R

Enter the following data.

Change Customer: Initial Screen

User Action and
Values
Customer This is the customer record | Enter customer
that is going to be changed. | number or use down
arrow to search.
The company code ID Enter company code
Company code must
be entered to change
Accounting screens.
Enter Company code
Sales Organization
mirrors company
code.
EX:1034=1034

Field Name Description

Company code

Sales
organization
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Distribution Enter 01
channel
Division Enter 01

&

Press the Enter key or click the green checkmark icon to continue.

On the screen titled “Change Customer: General Data”, change information in the fields as
specified in the table below.

Remember that the fields displayed will vary depending on the account group chosen .

General Data: Address Information

Customer  Edit Goto  Extras Environment  System Help

& B dE@IQCEQ BHE Onoa0 BE @M
Change Customer: General data

§5| %7 | General data || Company code data | | Sales area data || (S| | [

Customer J0R47ES Wil ILIARM ARMSTEAD MILLIMGTOM
Address k Control data |
EI |Q. Preview EI
Marme
Title ]3]
Mame WillLIAM ARMSTEAD
Search terms
Search term 172 ARMSTEAD
Street address
House noJtstreet 2425 PIME ST
CityrStatesZIP Code MILLIMGTOR TH 38055
Caountry us LISA Tennessee
Communication
Language English e Cther carmmunicatian. ..
Telephone (@1 874-2558 - ——
Fau - &

Accounts Receivable

31




Financial and Controlling

Use the tab control to toggle between the ”General Data” information groups: Address
and Control data. Alternatively, the menu paths Goto — Next tab (F§) and Goto —

Previous tab (F7) can be used.

Address Information

Field Name

Description

User Action and
Values

Title

Form of address

Rank or title used
when changing MILT
account groups
E1-E9

Ol1-10

Name

Customer name

Change customers last
name first name and
initial

Search term

Short name which is used
to set up a match code for
search criteria

Do not change search
term unless last name
of customer has
changed

Street address

Change mailing
address information.

Postal code

Street Do not enter PO Box
here
City / Regional / City / State / Postal Code If changing city and

region, ensure you
enter correct zip code

Two digit country

Do not change

Country identifier Enter appropriate
country code
English
Language nglis Do not change
Change customer’s
Telephone home phone
number
Change customer’s
Fax fax number
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Navigate to the Control Data tab.

General Data: Control Data

Customer  Edit Goto Extras  Emvironment  Systemn Help

& BdH CE@Q ECHE D000 HE @
Change Customer: General data

rt General data | Company code data | Sales area data | (& [

Custamer 3004765 WLIAM ARMSTEAD MILLINGTOMN

Address  Control data |

Tai information
Tax code 1 409-51-4744|
Control Data
Field Name Description User Action and Values

Unit Using this field for UIC Required for account
Identification number (Unit Identification | Sroups SHIPS and
Code Code COMMS.

Tax Code 1 Social Security Number Do not change unless

incorrect!

. Company code data .
Click the “Company Code Data” pushbutton to view the company code

information groups: Account management, Payment transactions, and Correspondence.
Alternatively, the menu path Goto — Company code data (Ctrl + F2) can be used.
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Customer  Edit Goto  Extras  Environment  System Help

& 2/dH ¢ CHRE SDOH0 AR @
Change Customer: Company code data

B 7  Generaldata | Company code data | Sales areadata | (& [

Custamer 2004765 WLIAM ARMSTEAD MILLIRGTOM
Caompany code 1146 hWWE NSA MIDSOUTH

Account management k Payment transactions k Carrespondence |

Accounting infarmation
Recon. account 1310085 Sort key Ez]e] Allocation number

Reference data
Prev.acet no.

Account Management:

Field Name Description User Action and Values
Reconciliation CANNOT BE CHANGED
account Changing of this field will
impact customer’s A/R
items

Sort Key Key for sorting according | Changing this field to

to assignment numbers another sort sequence will
impact A/R line item
sequence. DO NOT
CHANGE.
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Company Code Data: Payment Transactions

Edit

izoto

Customer

Extras Environment System

Help

& 200 e EEHE I SDO80 EE @M
Change Customer: Company code data

[t General data || Compary code data || Sales area data | (& [
Customer 3004 TER WILIAM ARMETEAD MILLIMGTOM
Campany code 1146 hv¥WE HSA MIDSOLUTH

Account management ' Fayment transactions k Carrespondence |

FPayment data

Terms of payment EEIEIS@

Automatic payment transactions

Payment methods C Payment block ] Special AR block

Payment Transactions:

Field Name Description User Action and Values
Terms of DO NOT CHANGE
Payment Always use C003
Payment DO NOT CHANGE
Methods Always use “C” for check
Payment Block | Block key used to block an | Blocks an open item or an

open item or an account for | account for payment
payment transactions. transactions
DO NOT REMOVE
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Navigate to the Correspondence tab.

Company Code Data: Correspondence

Customer  Edit Goto  Extras  Environment  System Help
& 3 dH @@ SR SN asn EE @D
Change Customer: Company code data
ot General data | Comparny code data || Sales area data | (& [
Customer 3004765 WILIAM ARMSTEAD MILLIMGTOM

Company code 11486 bR BEA MIDSOLUTH

Account management k Payrnenttransactions  Corespondence

Dunning data
Dunn.procedure 2BEIB@ Dunning hlock
Dunn recipient Leg dunn.proc.
Last dunned Dunning level
Dunning clerk Grauping key A1 Dunning areas..
Correspondence
Acct statement 2
Actclktelno.
Clerk's fax
Clrk's internet
Account memao

Correspondence tab:

Field Name Description User Action and Values
This field contains the key | DO NOT CHANGE unless
for the dunning procedure | military customer dunning

]lzrc:lc:glugre to be used. procedure does NOT
equal 2000 for MWR or
3000 for VQ!
Key which reflects the Leave blank
reason for a dunning block
indicator
Dunning block
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Account

Statement

Indicator for periodic
account statements

Change this field if you
want customer to receive
statement in different period
(ie., weekly instead of
monthly)

“2” = monthly account
statements

This field designates how
often customers will be
recelving statements

The next several fields are ONLY to be completed if the customer is subject to “dunning” or
automated collection processes (Military personnel are subject to dunning for returned
items). We suggest that you only complete the fields as needed. For example, if the
customer immediately pays his/her bad debt after being verbally notified there is no need to
maintain this data. This data is used in the various levels of Dunning and is actually printed
on Dunning Letters.

To access these fields (hidden from view on the main screen) Hit Extras>Texts

Double Click on the line to be populated as follows:

Field Name

Description

User Action and Values

Accounting Text

Internal Use only . Will
not print out on statements
or letters

Optional Use

Account
Statement Text

Enter special text that you
would like to print out on

Special Text to print out on
Statements such as:

the Account Statement “HAPPY HOLIDAYS”
“Did you forget to make a payment”
“PAY UP PLEASE”
Commanding Used to document Enter CO Name and address
Officer Address | customer’s Commanding
(Dun Level 2) Officer’s name and address
Paymaster Used to document Enter the Address of Disbursing
Address “To” Paymaster Address Office or PSD where garnishment
(DD139) (DD139) is to be submitted.
Accountable Enter Accountable Enter Disbursing Officer’s name if
Disbursing Disbursing Officer’s Name applicable
Officer name
(DD139)
Certifying Enter Certifying Officer’s Enter the Name of the
Officer (DD139) | Name MWR/VQ/CIVMWR Certifying

Officer. For example this may be the
MWR Director, BQ Officer, etc.
(The individual who must SIGN the
DD139 Form)
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After entering data into each field (double click on the field and then type in the data) you

will simply hit the “back green arrow” E to go back to the Correspondence Screen.

. Sales area data . . .
Click the “Sales Area Data” button to view the sales area related information

groups (if you have entered the Sales org, Distr channel and Division): Sales, Shipping,

Billing document, Partner functions. Alternatively, the menu path Goto — Sales Area data
(Ctrl + F2) can be used.

Use the tab control to toggle between the Sales Area Data information groups: Sales,
Shipping, Billing document, Partner functions. Alternatively, the menu paths Goto — Next
tab (F8) and Goto — Previous tab (F7) can be used.

Sales Area Data: Sales Tab

Zustomer Edit Goto Extras  Environment  Systerm Help

& ajld B €@ DEHE OO0 EAE @ -
Change Customer: Sales area data

et General data | Company code data | Sales area data | (& [
Custamer J0R47ES WiLIAM ARMSTEAD MILLIMGT O
Sales orag. 1146 MR MSA MIDSOUTH
Distr. channel a1 AlMS Default DC
Division 1 AIMS Default Dy,

Sales | Shipping | Billing document | Parner functions |

Sales order
CUrrency IJSD @ American Daollar
FPF cust. proc.

FProduct attributes |

PricinafStatistics
Cust.pric.proc. 1 Standard
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Sales:
Field Name Description User Action and
Values
Currency Currency DO NOT CHANGE
Customer DO NOT CHANGE
pricing
Procedure

Navigate to the Shipping tab.

Shipping Tab

Customer Edit Goto Exras  Environment Swysterm Help

=g

& A0 EHEE ST Oa EHE @
Change Customer: Sales area data
a1 General data | Company code data || Sales area data | (&[S
Custamer FNE4FES WILIAM ARMSTEAD PAILLIMGT O
Sales org. 1146 MR FMSA MIDSOUTH
Distr. channel {1 AlMS Default DC
Diwizion {1 AlMS Default Div,

Sales  Shipping | Billing document | Parnerfunctions |

Shipping

Delivery priarity | @ Crder combination
Shipping conditions

Delivering site

[] Relevantfar POD

FOD timeframe

Fartial deliveries

[] complete delivery regd by [aw

Partial delivery per itern Partial delivery allowed
Max. parial deliveries ]

[] Unlimited tal.

Underdel tolerance

Owerdeliv. tolerance
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Shipping Tab
Field Name Description User Action and
Values
Order DO NOT CHANGE
Combination
Max. Partial DO NOT CHANGE
Deliveries

Navigate to the Billing Document tab.

Billing Documents Tab

Customer Edit Goto  Extras Environment  Systermn Help

& 2l B I€EQ  DHE o8 BE @
Change Customer: Sales area data

it General data || Company code data || Sales area data | (& [
Customer 30B4FES WIILIAM ARMSTEAD MILLIMGT M
Sales org. 1146 hwyE BSA MIDSOLUTH
Distr. channel 1 AMS Default DC
Divisian a1 AlMS Dafault Div.

Sales | Shipping  Billing document | Partnerfunctions |

Billing document
Invoicing dates @
InvoicingListDates

Delivery and payment terms

Incaterms
Terms of payment ceps Due immediately or DO 39

Billing Document:
Field Name Description User Action and Values
Terms of DO NOT CHANGE
Payment
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Navigate to the Partner Functions tab:

The System will default with the customer’s partner functions: Sold to; Bill to; Ship to;
Payer.

DO NOT CHANGE ANY FIELDS IN THIS TAB!!!

Partner Functions Tab:

omer Edit Goto Exras  Environment  Systern Help

a0 €@a@  SHE STO8 EE @

Change Customer: Sales area data

G} 7 Generaldata Company code data | Sales area data | (& [

Custormer 3004765 WIILIAM ARMSTEAD MILLIMGTOM
Sales org. 1146 MYWR NSA MIDSOUTH

Distr. channel a1 AlME Default DC

Division a1 AIMS Default Div.

Sales k Shipping k Billing document " Partner functions

Partner functions
F. |Partner function Mumber Mame Fartner description [0
SPl&ld-to party 30047ES IILIAM ARMSTEAD 1 [+]
EF Bill-to party 3004765 IILIAM ARMSTEAD ] @
P Payer 3004765 IILIAM ARMSTEAD |
SHiShip-to party 3004765 IILIAM ARMSTEAD |
| |
L]
L]
Ll
Ll
]
L]
L]
L | |
] [«]
] [
E1jD] |[«[»]

[ ] .
To save the customer master record, select Customer — Save or select the '=! Save icon.

The changes you make to the customer master will only impact any transactions made after the
change.

v

STOP! This completes the procedure for Changing a Customer Master
Record Centrally.
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z Display a Customer Master Record Centrally

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > MASTER RECORDS > MAINTAIN CENTRALLY > DISPLAY

Transaction Code: XDO03

These screens are used to display the information contained in the customer master
record.

On the screen titled “Display Customer: Initial Screen”, display information in the fields as
specified in the table on the next page.

& JH I eeq SHE DL BE @m

Display Customer: Initial Screen

() 3004765 (=)

Sales organization 1146 hvR MEA MIDSOUTH
Distribution channel a1 AlMS Default D
Division a1 AlMS Default iy,

All sales areas.. | | Custorner's sales areas...

V@02 %
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Display Customer: Initial Screen

Field Name Description User Action and Values
The customer number | Enter customer number or
the system assigned use drop down to search.

Customer

when you saved the
master data.

The company code ID | Enter Company Code

Company code

Enter Sales Organization

Sales (company code)
organization Sales Organization mirrors
Company Code
Distribution Enter 01
channel
Division Enter 01
&

Press the Enter key or click the green checkmark icon to continue

On the screen titled “Display Customer: General Data”, display information in the fields as
specified in the table below.
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Edit Goto Extras  Epvironment Systern Help
& Bl dH @@ 8 EE SDa8 EHE @
Dispiay Customer: General data
B ™2 Generaldata | Company code data Sales area data 2]
iCustomer: 3004765 WILIAM ARMSTEAD MILLIMGTCR

Address | Control data |

H L3 Preview El

Mame

Title DE |

Mame WIILIAM ARMSTEAD

Search terms

Search term 172 ARMSTEAD

Street address

House nofstreet 5425 PIME 5T

CityiStaterZIP Code MILLIMGTOM TN 38055

Cauntry 15 LJSA Tennessee
Communication

Language English e Other communication...
Telephone (9E1y 874-2553 - =
Fax = \E

Remember that the fields that are displayed will vary depending on the account group
chosen.

Address Information:

Field Name Description User Action and Values
Form of address Rank or title used when creating
Title MILT Customers.
E1-E9
01-010
Name Customer name View customers last name, first

name and initial
Short name which is used | View customer’s last name as a

to set up a match code search term
for search criteria

Search
term
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Street address
Street

View proper mailing address
information.

City /
Regional /
Postal code

City / State / Postal Code

View complete address information

Country Two digit country B@SPia}’ us t oo
identifier isplay appropriate country code
Language | bnglish Should default to “English”
Telephone E&fg&g customer’s home phone
Fax Display customer’s fax number

Use the tab control to toggle between the "General Data” information groups: Address
and Control data. Alternatively, the menu paths Goto — Next tab (F§) and Goto —

Previous tab (F7) can be used.

NOTE: Customer name, address, search term, etc., will ALWAYS be entered in ALL
capital letters using NO punctuation. Punctuation must be excluded to central mail

facility processing requirements.

Navigate to the Control Data tab.

Control Data tab:

izustomer  Edit

GEoto

Extras

@ 3

Environment

Systermn

Help

JHI GO SHE 0O HE @b

Display Customer: General data

§y 2 General data | Company code data

Sales area data | =] | [

3004765 WIHLIAWM ARMSTEAD

Address  Control data |

MILLIMNGTOMN

Tax infarmation

Tax code 1 409-51-4744
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Remember that the fields that are displayed will vary depending on the account

group chosen.

Control Data

Field Name

Description

User Action and Values

Unit
Identification
Code

Use this field for UIC
number (Unit Identification
Code

Required for account
groups SHIPS and
COMMS, enter unit
identification code

Tax Code 1

Social Security Number

Display customer’s social
security number. Format:
XXX-XX-XXXX

The account group will
determine if this field is
required.

SHIPS and COMMS Do
NOT require this field.
This field must be
populated for MILT or
CIVL customers

Compaty code data

Click the “Company Code Data” button
information groups: Account management, Payment transactions, and Correspondence.
Alternatively, the menu path Goto — Company code data (Ctrl + F2) can be used.

46
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Display Customer: Company code data

izustomer Edit Goto  Extras  Environment  System Help

V] Bld H @@ SHE S0a0 EHE @ M
Dispiay Customer: Company code data

§3 72 General data | Company code data | Sales area data | [ | [

iCustomer: 3004765 WLIAM ARMSTEAD WILLIMGTOMN

Campany code 1146 MWE HSA MIDSOLUTH

Account management k Fayment transactions k Carrespondence |

Accounting information
Fecon. account 131005 Sort key LG Allacation number

Reference data
Prev.acet no.

Account Management:
Field Name Description User Action and
Values
Reconciliation | When you post items to a Display the
account subsidiary ledger, the system appropriate account
automatically posts the same For all MWR/NFC
data to the general ledger. Customers use:
Each subsidiary ledger has one | 131005
or more reconciliation accounts
in the general ledger. These For VQ customers
reconciliation accounts ensure | use:
that the balance of G/L accounts | 131002 for City
is always fully supported. Ledger Ind Billing
131003 for Fair Mkt
Billing
133002 for City
Ledger Group Billing
Sort Key Key for sorting according to Display 000
assignment numbers
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Payment Transactions tab:

Extras Environment System  Help

BaH e SHE DDo0 BE @M
Dispiay Customer: Company code data

&5 %7 | General data || Company code data || Sales area data | | (& | [

Customer  Edit  Goto

iCustamer! 3004765 WILIAM ARMSTEAD MILLIMNGTOMN

Company code 1146 h? R FISA MIDSCLUTH

Account management . Fayment transactions k Carrespondence

Fayment data
Terms of payment coo3

Autamatic payment transactions
FPayment methods G Fayment block ] Special AR block

Payment Transaction tab:

Field Name Description User Action and
Values
Terms of Display C093 Nf%t
due Immediately is
Payment
always used!
Payment Display “C” for
Methods Check
Block key used to block an | Display “D” for
Payment Block open item or an account for | Special AR block.
payment transactions.
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Display Customer: Company code data

Correspondence Tab:

Customer Edit Goto  Extras  Environment  Systermn Help

& B dH @@ SHE S0a8 EE @
Display Customer: Company code data

5| %2 | General data || Company code data || Sales area data || (& | [

iCustomer: 3004765 WILIAWM ARMSTEAD MILLIMGTOM

Company code 1146 MR FISA MIDSOLUITH

Account management k Fayment transactions ' Correspondence |

Cunning data
Dunn.procedure 20080 Dunning hlock
Dunn.recipient Leg.dunn.proc.
Last dunned Dunning level 2]
Dunning clerk Grouping key Z)| Dunning areas..
Correspondence
Acct staterment 2
Art.clk tel.no.
Clerk's fax
Clrk's internet
Account memao

Correspondence Tab:

Field Name Description User Action and
Values

This field contains the key | Display “2000” for
for the dunning procedure | MWR Military

to be used. Customers (MILT).
Display “3000” for
VQ Military (MILT)
and Civilian (CIVL)
Customers.

Key which reflects the Leave blank

reason for a dunning block
Dunning block | indicator

Dunning
Procedure
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Dunn Recipient | Leave Blank Leave Blank
Leg Dunn Proc | Leave Blank Leave Blank
System will populate this Leave Blank
Last Dunned field as Dunning
Procedures are run.
System will populate this Leave Blank
field as dunning processes
are run. System will
Dunning Level | display "0" if never
dunned, "1" if 1*'level of
dunning has been
completed, etc.
Dunning Clerk Leave Blank Leave Blank
Leave Blank Leave Blank
Grouping Key i 2000 grouping
key must be “01.”
Indicator for periodic Display “2” for
account statements monthly account
Account statements.
This field designates
Statement
how often customers
will receive
statements.
Acct Clerk Tel Display accounting Clerk
telephone number
Display Accounting Clerks
Clerks Fax Fax Number

Clerks Internet

Display Accounting Clerks
email address

Account Memo

Display special note or
details regarding account
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Sales area data

Click the “Sales Area Data” button
groups (if you have displayed the Sales org, Distr channel and Division): Sales, Shipping,
Billing document, Partner functions. Alternatively, the menu path Goto — Sales Area data

(Ctrl + F2) can be used.

Edit

GEoto

zustomer

Extras  Enwironment

Systemn

to view the sales area related information

Help

A H SO

B

SEE BDDO0 EE @ 6

Display Customer: Sales area data

mpany code data

Sales area data

E B

F "7 Generaldata  Co
Custamer: 3004765
Sales org. 1146
Dizstr. channel a1
Division 01

WIILIAM ARMSTEAD
MR BEA MIDSOUTH
AIME Default D
AlMS Default Div.

MILLIMGTOM

Sales | Shipping | Billing document | Partnerfunctions |

Sales order

Currency 5D

American Dallar

FProduct attributes

FF cust. proc.

Pricinofstatistics

Cust.pric.proc, 1 Standard
Navigate to the Sales tab.
Sales:
Field Name Description User Action and Values

Currency Currency Defaults to USD
PP Cust Proc | Not Used Leave Blank
Customer Display “1” for Standard
pricing
Procedure
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Use the tab control to toggle between the Sales Area Data information groups: Sales,
Shipping, Billing document, Partner functions. Alternatively, the menu paths Goto — Next
tab (F8) and Goto — Previous tab (F7) can be used.

Navigate to the Shipping tab.

Shipping tab.

izustomer Edit Goto Environment Systerm  Help

& 2l H  €E@ SEE SDo80 EE @ M
Dispiay Customer: Sales area data

§ "7 Generaldata Companycode data | Sales area data | [ [

‘Customer! 3004765 WILIAM ARMSTEAD MILLINGTON
Sales org. 1146 MWWR HSA MIDEOUTH

Distr. channel [ AlMS Default DC

Division A1 AlMS Default Div.

Sales  Shipping | Billing document | Partner functions |

Shipping
Delivery priority f] ¥| Order comhbination
Shipping conditions
Delivering site
Relevant far FOD
PQD timeframe

Fartial deliveries
Complete delivery reqd by law

Partial delivery per iterm Partial delivery allowed
Max. partial deliveries g
Unlirnited tal.
Lnderdel. tolerance [.a
Owverdeliv. tolerance Q.o

General transportation data
Init identifich
Train station
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Shipping tab:
Field Name Description User Action and Values
Order Defaults “Selected”. DO
Combination NOT CHANGE.
Max. Partial Defaults to “9”. DO NOT
Deliveries CHANGE.

Navigate to the Billing Document tab.

Billing Document tab

Zustomer Edit Goto  Extras  Enwvironment  Systerm Help

& ald H €@ SHE Do EE @M
Dispiay Customer: Sales area data

B "7 Generaldata Companycode data  Sales areadata [ [

‘Custormer: 3004765 WILIAM ARMSTEAD MILLINGTORN
Sales org. 1146 hitR FISA MIDSOUTH

Distr. channel A1 AlMS Default DC

Division A1 AlMS Default Div.

Sales | Shipping  Biling document | Partner functions |

Billing document
Invoicing dates
ImvoicingListDates

Delivery and payment terms

Incoterms
Terms of payment CAR3 Due immediately or DO139 Faym.guar.proc.
Credit ctrl area

Billing Document:
Field Name Description User Action and
Values
Terms of Display C003 always!
Payment
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Navigate to the Partner Functions tab.

Partner Functions:

The system will default with the customer’s Name for partner functions: Sold to; Bill to;
Ship to; Payer. Do NOT make any changes on this tab!

Customer Edit Goto Extras  Envimonment  System Help

BdH e CHE DDL0 BE @
Display Customer: Sales area data

G} %7 Generaldata Companycodedata | Sales area data | [& [

Customer 3004765 WILIAM ARMSTEAD MILLIMGTOM
Sales org. 1146 WWER NEA MIDSOUTH

Digtr. channel m AIMS Default DC

Division m AIME Defalt Div.

Sales k Shipping k Billing document " Partner functions

Partner functions
P_|Partner function Mumber Hame Partner description D..
P [#ld-to party 3004765 IILIAM ARMSTEAD = [+]
EP |Bill-to party 3004765 IILIAM ARMSTEAD (] @
P |Paver I0047EE ILIAM ARMSTEAD ]
SH|Ship-to party 3004765 IILIAM ARMSTEAD (]
[4]
(]
LJCe]] I[[+]

STOP! This completes the procedure for Displaying A Customer
_' Master Record Centrally.
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z Display Changes to a Customer

Menu Path: ~ ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > MASTER RECORDS > MAINTAIN CENTRALLY > DISPLAY
CHANGES

Transaction Code: XD04

These screens show changes made to the customer master record. You are able to see
any changes made to the individual fields.

On the screen titled “Customer Account Changes: Initial Screen”, enter information in the fields
as specified in the table on the next page.

| 00 slab eee SHB SO0 6E @

Customer Account Changes: Initial Screen

_3[304?65

Period of change

From change date |
Time 010 o0y O]
Changed by

Field selection
[ Sensitive flds onby
L] Comp code-specific fields onky
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Enter the following data:

Customer Account Changes: Initial Screen

Field Name Description User Action and Values
Customer Unique number that Enter Customer Number
identifies the
customer.
Company code Enter Company Code
Dunning area Not used
Sales Sales Organization mirrors
Organization company code.
Enter company code
Distribution Enter 01 ALWAYS
channel
Division Enter 01 ALWAYS
From change Display changes that | Leave blank to display all changes
date were only from this
date.
Time Display changes that
were only from this
time.
Changed by Name of the user who | Leave blank to display changes
made the change. made by any person
Sensitive Flds Display changes that
Only are field sensitive
only.
Comp. Code- Display changes that
Specific Fields are company code
Only specific.

Press the Enter key or click the green checkmark icon

56
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to continue.
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On the screen titled “Customer Changes: Entries”, a list of changes to the customer account is
displayed:

Account changes Edit Goto Settings Environment System Help

] 3 dH Qe SHE DDLD HE @m

Customer Changes : Changed Fields

& Al changes  Entries | Deletions | Field names

Customer 0003004765 WITLIAM ARMSTEAD

Street
Telephone

Perform one of the following, if applicable:

TO VIEW: DO THE FOLLOWING:
1. Select the desired field from the list.

=

2. Click on the Choose Icon (F2) . This will display the
“Customer Changes: Overview” screen which shows the
selected field, change history date, and the user who
changed it last.

3. Select the field and click on the Choose Icon (F2) again or

Individual field double click on the line for further details.

changes

4. The “Details” dialog box appears with detailed change
history related to the selected field. Hit Enter to return to
the previous screen.

5. Click the Green Arrow Back (F3) or select the Changed
Fields Icon (F9) to return to the “Customer Changes:
Changed Fields” screen.
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Al changes
1. Click All Changes Icon (F6) -+ This will display

the “Customer Changes: Overview” screen.

:
2. Select the field and click on the Choose Icon (F2) E or

double click on the line for further details.

All of the fields that
were changed for the
customer account.

3. The “Details” dialog box appears with detailed change
history related to the selected field. Select Enter to return
to the previous screen.

4. Select the Green Arrow Back (F3) or select the Changed
Fields Icon (F9) to return to the “Customer Changes:
Changed Fields” screen.

The fields which have E ririess
been added to a Click the Entries Icon (F7)

customer that were
not originally used.

Any deletions of the

Deleti
customer master Click the Deletions Icon (F8) e
information.
' STOP! This completes the procedure for Displaying Customer Changes

Centrally.
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z Block/Unblock Customer

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > MASTER RECORDS > MAINTAIN CENTRALLY>
BLOCK/UNBLOCK

Transaction Code: XDO05

This screen is used to block/unblock a customer from further processing. Blocking
Customers is a means of ensuring that no further invoices are entered against a customer with
outstanding debts.

Block/Unblock Customer: Initial Screen
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g 0 20 H @@ CHE fnL0 AR @B

Block/unblock Customer: Initial Screen

| Sales areas || Sales areas by customer |

_3004?56

-1034

-1034
Distrioution channel 01

01[[=

Enter the following data:

Block/Unblock Customer: Initial Screen

Customer: Enter Customer Number
Company Code: Enter appropriate company code
Sales Organization: Same as the company code
Distribution Channel: ALWAYS 01

Division: ALWAYS 01

@

Press the Enter key or click the green checkmark icon to continue

The next screen to appear is Block/unblock Customer: Details Accounting.
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0 @@ SHE SOOo0 BRI G m
Block/unblock Customer: Details

_3004?56
-1034

1034
Distr.channel 01
Division 01

Posting block
All company codes

[ Selected company code

Sales and distribution blocks
Sales order block

All sales areas
Selected sales area
Delivery block
All sales areas
Selected sales area
Billing block
All sales areas k
Selected sales area
Block sales support
[ All sales areas
[] Selected sales area

Click whether the customer is to be blocked for all Company Codes or just this specific
Company Code. (Normally the customer will be blocked for all company codes, as his/her
customer number is unique at the client level).

Click on the SAVE Button
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z Mark for Customer for Deletion

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > MASTER RECORDS > MAINTAIN CENTRALLY> MARK FOR
DELETION

Transaction Code: XDO06

This is to be used to mark a customer for deletion for the archiving program.

/ NOTE: The customer cannot be marked for deletion if there are any open or parked
items.

Flag for Deletion Customer: Initial Screen

| 000 30 Hede CHE DD IRE @
Fiag for Defetion Customer: Initial Screen

| Sales areas H Sales areas by customer ‘

pooarss (9]

1034

1034
Distrioution charnel 01

Dwson 01

Enter the following data:

Customer: Enter Customer Number
Company Code: Enter appropriate company code
Sales Organization: Same as the company code
Distribution Channel: ALWAYS 01

Division: ALWAYS 01

Press the Enter key or click the green checkmark icon g to continue
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The next screen to appear is Flag for deletion Customer: Details Accounting.

Only use the boxes titled ‘Deletion flags’. (The other box ‘Deletion blocks’ is used for more
sophisticated deletion where certain customer data may be left undeleted — there should not
be a use for this at MWR/VQ).

Click on all three boxes in the Deletion flags section; “All areas”, “Selected company code”,
“Selected sales area”.

| 000 alaBee@ DHE S0L0 PR QB
Filag for Deletion Customer: Details

_3004?56
-1 034
-1 034

Deletion flags
All areas

Selected company code
Selected sales area

Deletion hlocks
[] General data

[ Selected compary code incl. general data

Click on the SAVE Button = .
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z Accounts Receivable Document Entry OVERVIEW

Posting Keys for AR
Posting key Description Debit/Credit Account
type

01 Invoice Debit Customer
04 Other receivables Debit Customer
09 Special Customer debit Debit Customer
11 Credit memo Credit Customer
14 Other payables Credit Customer
15 Payment receipt Credit Customer
19 Special Customer credit | Credit Customer
40 Debit entry G/L account G/L account
50 Credit entry G/L account G/L account

Document Types and Document Number Ranges

Document Type Description Number Range
DA Customer Return Check 20

DG Customer Credit memo 21

DP Customer Account Maint 24

DR Customer Invoice 23

SD DAR Journal 13
Invoices

MWR and VQ have the following invoice requirements (this list is not all-inclusive). Enter
the following in the reference or text field when entering Account Receivable documents.

MWR

e Dues (club, etc) — use membership number in document header Reference or Text field
e Private Parties — use contract number in document header Reference or Text field

e Marina berthing fees — use slip number in document header Reference or Text field

e Document:

¢ Text field — Voucher #, Party Contract #, Slip#, or Rental Agreement # to a maximum
of 50 characters. Note — an asterisk * at the beginning of the text will cause it to be
printed on the statement, receipt or invoice. Entry of a plus sign + will bring text in from
a previous line item/screen

¢ Assigment field — use a term(s) that may be used for clearing the open item when
payment is received. eg: sailor’s name (use as needed)
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When an invoice is created through DAR (fast entry), the reference field will be used
for G/L tracking ONLY, therefore anv necessary tracking information should be put
into the Text/Assienment field.

4
/ Note: All transactions require a "Document Date" and a "Posting Date". The
document date is the actual date of the document (e.g., the date the transaction occurred).
The posting date will determine which accounting period the transaction will be posted to. It
is critical that the document date be accurate in order for the receivable to be properly aged.
SAP derives the “due date” using the “Document Date” field.
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z Invoices- General Receivables

Invoices are used to post a receivable balance to a customer account such as amount owed for
BQ stay, etc. Posting an invoice does not automatically produce an invoice (or account
statement) to send to the customer. Please refer to the Printing of Account Statements
section for further information on the account statement printing process.

/ Note: A special section specifically for Returned Check Processing follows.

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > DOCUMENT ENTRY > INVOICE

Transaction Code: F-22

The first screen that appears is Create Customer invoice: Header Data.

& |< He@e iR anan RE @ m
Enter Customer Invoice: Header Data

| Held document || Act assgnmt model... || GiL itern fast entry || Post with reference ‘

_01 £30/2003 I@ﬂ IIIE
_O'l /30/2003 Il

Reference 12547 |
Decheadertet |

First line iterm

Psthy 01 Account 3004378 Sp.GIL Trans type

Enter the following data:
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Create Customer invoice: Header Data screen.

Please use the following guidelines when entering data into the “reference field” for single

Field Description

Document Date: Date transaction occurred

Posting Date: This field defaults to current date.
Change the posting date if the
document should be posted in a
different fiscal period.

Document Type: DR = Customer Invoice (default)

Company Code: Enter appropriate company code

Period: Enter current fiscal period

Reference: This is mandatory with document
type DR. Use as specified in
following table.

Pst Key: 01 = (Debit Customer — Invoice)

Account: Enter Customer Number.

entry invoices (see page 51 ) For G/L fast entry, use the text field to enter this

information

MWR/CIV/NFC

Dues/Memberships
Private Functions
Marina Berthing Fees
Child Care Fees
Vehicle Storage

NFC Leaseback

Quarters Guest-
Command/

-Use membership number

-Use Private Party Contract number
-Use Marina Rental contract number
-Use Child Name

-Use storage contract/agreement
-Use Aircraft Tail Number

Use folio number
Use Command/Group Name (folio number if

possible)

Use the drop down arrow to aid in the search E to find Customer Number.

Press the Enter key or click the green checkmark icon

&

to continue

The next screen that appears is Enter Customer invoice: Add Customer item.
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Enter Customer invoice: Add Customer item.

gl 00 B eee DHE OBL8 BE @

Enter Customer invoice: Add Customer item

|-E> Iore data || Act assgnmt madel.. || GL itemn fast entry || Tax amounts |

_3004378 131005

ltern 1/ Custarmer invoice / 01
Amount 5000 UsD
[ Calculate tax
Payt terms coo3 Daysipercent f /
Eline date 01/30/2003
Disc. hase Invoice ref. ! !
Prmnt block Pmnt method Pmnt meth.supl.
Assignment
Text
Mext line item
Psthy 50 Account S01000 Sp.GiL Trans type MNew co.code | @

Enter the following data:

Add Customer item screen.:

Amount: Total amount of invoice
Payment Terms: Defaults from Customer Master Record.
Blinedate: Baseline date defaults automatically and is

based on the document date and payment
terms. Because “net due immediately” is
always used, the baseline date will equal
document date.

Text: Enter text that is to appear on the invoice.
Enter * before text so it will print on statement.

Post Key: 50 = Credit Entry

Account: General ledger revenue account that relates to

the receivable. Use match code search =l to
find General Ledger Account.
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&

Press the Enter key or click the green checkmark icon

to continue

The next screen that appears is Enter Customer invoice: Add G/L account item.

Enter Customer invoice: Add G/L account item.

Document  Edit Goto  Ext ettings  Environment

& B dHIe@e EEE ODO8 HE @D

Enter Customer invoice: Add G/L account item

2 EH B @O == Moredata | Actassgnmt model.. || GiL item fast entry | Tax amounts

G/l account 501000

Company code

PROGRAM REVERNUE
1148 MWR NSA MIDSOUTH

[tern 2 / Credit entry /50

Armaount 5000 Ush
[ Calculate tax
Cost center 4445 Crder
Article | () Site
Cluantity
Assignment
Ted
MNext line itern
Pstldy Account Sp.GiL Trans type MNew co.code

Enter the following data:

Add G/L account item screen.

Amount:

The amount to be recorded to the revenue
account on the previous screen. If this is the
last item a * can be used to enter the balance of
the document.

Cost Center:

This is the cost center to receive the revenue.

Order:

This is completed if the revenue is to be
charged to an internal order in addition to a
cost center.

Text:

Where the text is identical to the previous item,
use a + to drag the text from the previous line
item / screen.
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@

Press the Enter key or click the green checkmark icon to continue

o)
Click on the Overview Button “*

Ensure entries are balanced (debits equal credits).

For example:

G| alaB @@ LU fnLn PR @®

Enter Customer invoice: Dispiay Overview

Display currency || Park docurnent || Act assgnmt model... || GiL itern fast entry H Taxes |

_01 /3072003 I@ﬁ II:E
_0'11303’2003 Il
Document number  INTERNAL | Fiscalyear 2003

Reference 2647 [0 CmssCCme |

lterns in document currency

Itm PE  CoCd Account Description CostCr Order Amount
ol u | 3004376 CURTIZ WILBUR M j=iapeia}
Qo2 50 501000 FROGRAM REVENUE 4445 B0 00-

2 Line items

Other line iterm

Sp.GiL Trans type News co.code

Then post the document:

Menu Path:  Document = Post or Click on SAVE Button E or press F11 to post
document.

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX”
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Posting Invoices with Special GL Indicators:
Some processes require that you post invoices with special GL indicators (Returned Checks,
Vouchers, Deposits Payable, Unearned Income). Special GL indicators are used to re-direct

the posting to the appropriate balance sheet account.

The following Special GL Indicators are available for use:

“R” — Returned Check (will post amount to 132000)

“U” — Earned Income (will post amount to 251001)

“D” — Deposits Payable (will post amount to 203001)

“V”- Fleet Voucher Program (will post amount to 131010)

gl i EeQe DHEHDON FEIQE
Enter Customer Invoice: Header Data

| Held document || Act assgnmt model || GiL item fast entry || Post with reference |

_E]1f39f2003 I@ﬂ Il:ﬁ
_O1f30f2003 Il

FC 1574-03

Posting Key will now be

09 (Debit) or 19 (Credit) Enter Special

GL indicator

First line item

Psthy 09 Account 3004385 Sp.GiL I Trans type | @
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When posting an invoice with a special GL indicator, it is necessary to use posting key
09 (Debit) and a Special GL indicator.

Field Description

Pst Key: 09 = (Debit Customer — SPECIAL GL
INDICATOR)
19 = (Credit Customer- SPECIAL GL
INDICATOR)

Account: Enter Customer Number.

Special GL Indicator: Enter the appropriate special GL
indicator:

R — Returned Check

U — Earned Income

D — Deposits Payable

V - Fleet Voucher Program

NOTE: The remainder of the transaction remains the same as regular invoices. Please refer
to the instructions for regular invoices for the remainder of the procedure.

STOP: This concludes the procedure for entering customer invoices.

v
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@ Returned Checks

When a check is returned from the bank, the transaction is posted to the Customer with the
use of Special GL indicator R. This results in the amount being recorded to the balance
sheet account 132000. (Please note that a valid customer account must be created prior to
posting any invoice or returned check item.)

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
> DOCUMENT ENTRY > G/L ACCOUNT POSTING

Transaction Code: F-02

The first screen that appears is Enter G/L Account Posting: Header Data. The following

fields, which appear on the screen, require special mention:

g 0 alaBH @@ CHE HHLSIRE
Enter G/L Account Posting: Header Data

| Held document || Act assgnmt model.. || GiL itern fast entry || Postwith reference |

_01 £30/2003 Im I‘:E
_011303’2003 I.

BANK. OF AMERICA

First line item

Pstiky 09 Account  300438% Sp.GL R Transtype | @

Enter G/L Account Posting: Header Data screen

Document Date: | Date transaction occurred. Recommend this be the
date the bank returned the check.

Document Type: | DA = Customer Returned Check

Company Code: | Enter appropriate company code

Period: Enter appropriate fiscal period
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Reference: Check number (see Note below)
Doc Header Text: | Bank name returned check was drawn on.
Customer’s Bank as noted on check

TEXT: Enter the Reason Bank Returned Check (Put * in
front so text will appear on Dunning letters)

Pst Key: 09 = (Special G/L Debit)

Account: Customer Number.

Sp. G/L R (for returned Check)

/ NOTE: In order for the returned check information to be printed on dunning notices,
the check number should be entered in the Reference field, name of bank entered in Doc
Header Text and reason bank returned check with * entered in Text field.

Use the drop down arrow to aid in the search L= to find Customer Number if necessary.

V]

Press the Enter key or click the green checkmark icon to continue

The next screen that appears is Enter Customer return check: Add Customer item.

g alaB ee@ LHE fHDOaY PR @B

Enter Customer return chek: Add Customer item

|-§> More data H Act assgnmt model... || GiL itern fast entry || Tax amounts |

_3004385 132000

Itern 1/ Returned check/ 08 R

Arnount 125.00 UsD
[ Calculate tax
Due on 01/30/2003
Prmnt black Prnt methad Prmnt meth.supl.
Assignment
Text TACCOUNT CLOSED

Mext line item
Pstky 50 Account 101071 spGL | @ New co.code
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Enter the following data:

Amount: Total amount of returned check

Due on: Same as document date

Post Key: 50 = Credit Entry

Account: Cash account-Local Depository Account

@

to continue

Press the Enter key or click the green checkmark icon

] 0 aliBieee CHE atsn BE @
Enter Customer return chck: Add G/L account item
- |-E> Wore data || Act assgnmt madel.. || GiL item fast entry H Tax amounts |

_1010?1

Itern 2 f Credit entry £ 50
Amount 125 .00

[ Calculate tax
“alue date 01/30/2003
Assignment |

Text

MNext line item

Account New co.code

The next screen that appears is Enter Customer returned check: Add G/L account item. The
following fields, which appear on the screen, require special mention:

Enter the following data:

Amount: The amount to be charged to the cash account on the previous
screen. If this is the last item, a * can be used to enter the
balance of the document.

Value Please note- it is VERY IMPORTANT that this date exactly
date: matches the document date.
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o
Click on the Overview Button “*

Ensure entries are balanced (debits equal credits).

g uaB e@ee CHE DNAD FE @E

Enter Customer return chck: Display Overview

| Dizplay currency || Park document || Act assgnmt model. .. || GiL itern fast entry || Taxes |

_01 /3072003 Im Illﬁ
_0113[3;“2003 Il
Iﬁ“ﬁﬁﬂﬂ_ -2003
Reference’ 1264 | Cross-CCno.

BAMK. OF AMERICA

lterns in document currency

Itm PK CoCd Account Description CostCr Order Amount
a1 G9R 3004385 HADLEY JACK 125.00
002 50 101071 LOCAL DEPOSITORY 125.00-

D 125.00 C 125.00 2 Line iterns

Other line iterm

Sp.GiL Trans type MNewy co.code

Then post the document:

Menu path:  DOCUMENT - POST OR CLICK ON SAVE BUTTON - OR
PRESS F11 TO POST DOCUMENT.

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX.”

STOP: This concludes the procedure for Returned Checks.

-0
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z Fast Entry Invoices

Fast entry invoices are used to record invoices with multiple line items (the debit is to the
customer account, but there are several credit entries to various revenue accounts.)

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > DOCUMENT ENTRY > INVOICE

Transaction Code: F-22

The first screen that appears is Create Customer invoice: Header Data. The following fields,

which appear on the screen, require special mention:

v |< BeéaalSHEan0n RE G m
Enter Customer Invoice: Header Data

| Held document || Act assgnmt model.. || GiL item fast entry || Fost with reference |

_O1f30f2003 I@ﬂ I‘:ﬂ
_O1f30f2003 I.

Reference’ 12348 |
Decheadertet

First line item

Psthy @1 Account 3004385 Sp.GiL |@ans.type

Enter the following data:

Field Description
Document Date: Date transaction occurred.
Posting Date: This field defaults to current date. Change the

posting date if the document should be posted
in a different fiscal period.

Document Type: DR = Customer Invoice
Company Code: Enter appropriate company code
Period: Enter current fiscal period
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Reference: This is mandatory with document type DR.
Use as specified in the “Invoices” section.
Sp. G/LL Enter the appropriate special G/L indicator if

needed. (U-unearned income, D-Deposits
Payable, V- Voucher)

Pst Key: 01 = (Debit Customer — Invoice)
Account: Enter Customer Number.

Use the drop down arrow to search L= for the Customer Number, if necessary.

Press the Enter key or click the green checkmark icon @ to continue
The next screen that appears is Enter Customer invoice: Add G/L account items.

g  09B 0@e SHE H0sn DE @B

Enter Customer invoice: Add Customer item

|-E> More data || AcCt assgnmt model... || GiL itern fast entry || Tax amounts |

_3004385 131005

Itern 1/ Customer invoice /01
Arnount |

[ Calculate tax

Payt terms Ccoo3 Daysipercent / /

Bline date [01/430/2003

Disc. base Invoice ref. / /

Prmnt block Pmnt method Pmnt meth.supl

Assignment

Tex

Next line item
Psthy

Account Sp.GiL Trans type New co.code

Enter the following data:

Amount: Total amount of invoice

Payment Terms: | Defaults from Customer Master Record. You
can override the payment term here if you wish
a different payment term for this particular
invoice.

Text: Enter text that is to appear on the invoice
(account statement). Put an * in front of text so
text will appear on Invoice

Assignment: Enter text that is to appear on the invoice
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Enter the following information in the Text field

MWR/CIV/NFC

Dues/Memberships -Use membership number

Private Functions -Use Private Party Contract number
Marina Berthing Fees -Use Marina Rental contract number
Child Care Fees -Use Child Name

Vehicle Storage -Use storage contract/agreement
NFC Leaseback -Use Aircraft Tail Number

Yo

Quarters Guest- Use folio number

Command/Group- Use Command/Group Name (folio

number if possible)

G/L item fast entry

Click on G/L Item Fast Entry Button

The next screen that appears is Enter Customer invoice: Add G/L account items. The
following fields, which appear on the screen, require special mention:
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0@ @@ LEE o s BE e@m
Enter Customer invoice: Add G/L account items

Act assgnmt model... || GiL itern fast entry || Tax amounts |

G/L account iterms
FK CoCd Account  Amount Site Costc  Assignment
50 1146 L02000 100,00 4479 |

Other line iterms
Psthy Account Sp.GiL Trans type New co.code

Enter the following data:

Pst Key: 50=CR

Account: General ledger account to receive revenue
Amount: Amount to be recorded against that account
Cost Center: Cost center to receive revenue

Order: This is completed if the revenue is to be

charged to an internal order in addition to a
cost center.

Text: Enter the required information according to the
table on the previous page
Company Code: Enter appropriate company code

Continue until all line items have been entered

o
Click on the Overview Button <

Ensure entries are balanced (debits equal credits).
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_01 /3072003 I@ﬂ Il:ﬁ
_0113[33’2003 I.

lterns in document currency

Itm PE  CoCd Account Description CostCr Order Amount
ol u | 3004385 HADLEY JACK 100, 00
Qo2 50 502000 REMTAL REWENLE 4479 100, 00-

D 100.00 C 100 00 2 Line items

Other line itern

Sp.Gik Trans type News co.code

Then post the document:

Menu Path:  Document = Post or Click on SAVE Button E or press F11 to post
document.

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX.”

STOP: This concludes the procedure for Fast Entry Invoices

'
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z Credit Memos

Credit memos are used to reduce the amount of a customer's debt (a credit is applied to the
customer's account reducing the total amount due) caused by events occurring after the
receivable was set up.

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > DOCUMENT ENTRY > CREDIT MEMO

Transaction Code: F-27

The first screen that appears is Enter Customer Credit Memo. Header Data.

gl  waB eee CHE ShLn AR Q®
Enter Customer Credit Memo: Header Data

| Held document || Act assgnmt model.. || GiL item fast entry || Postwith reference |

_E]'l /3072003 Im Il:ﬂ
_012‘302’2003 I.

Reference 13848 |
Docheadertet

Pstky 11 Account 6002110 Sp.GiL |ans.type

Enter the following data:

Document Date: Date transaction occurred

Posting Date: This field defaults to current date. Change the
posting date if the document should to be
posted in a different fiscal period.

Document Type: DG = Customer Credit Memo
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Company Code: Enter appropriate company code (or use match
code search L=l to find Company Code.)

Period: Current period

Reference: Enter the appropriate MWR or VQ identfier
according to the table located in the Invoice
section.

Pst Key: 11 = (Credit Memo — Credit Customer)

Account: Enter Customer Number.

Use the drop down arrow to search L=l for the Customer Number.

V]

Press the Enter key or click the green checkmark icon to continue.

g alaB ee@ LHE fHDOaY PR @B

Enter Customer credit memo: Add Customer item

|-§> More data H Act assgnmt model... || GiL itern fast entry || Tax amounts |

_6002110 131005

ltern 1/ Customer credit memo /11
Arnount 325.00
[J Calculate tax
Payt terms Days/percent / i/
Bline date 01/30/2003
Disc. base Invoice ref. / /
Prnnt block Prmnt method Prnt meth.supl.
Assignment
Tex
MNext line item
Psthy 40 Account 501000 SpGiL | @ans.type New co.code

The next screen that appears is Enter Customer credit memo: Add Customer item.

Enter the following data:

Amount: Total amount of credit memo
Invoice Ref: The invoice that this credit memo relates to.
Text: Enter text that is to appear on the credit memo.

Enter a * before text so it will appear on
account statements during printing.
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Post Key: 40 = Debit Entry
Account: General ledger revenue account that relates the

original invoice. Use match code to find
General Ledger Account

V]

Press the Enter key or click the green checkmark icon to continue

The next screen that appears is Enter Customer credit memo: Add G/L account item.

@& = 0@ S 0as BE @

Enter Customer credit memo: Add G/L account item

|J> More data || Act assgnmt model... || GiL itemn fast entry || Tax amounts |

Itern 2 / Dehit entry £ 40

Amaunt * Ush
[ Calculate tax
Cost center kav4 @ Crder
Article Site
Cluantity
Assignment
Text

MNext line item
Pstky

Account Sp.GiL Trans type News co.code

Amount: Total amount of invoice

Cost Center: This is the cost center to debit against the
revenue.

Text: Enter text such as Voucher #, Party Contract #,
etc.
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o
Click on the Overview Button

Ensure the entries are balanced (debits equal credits).

G| alaB e@e LU anon AR @®

Enter Customer credit memo: Display Overview

| Display currency || Park document || Act assgnmt model... || GiL itern fast entry H Taxes |

_E]'l /3072003
_01!30;“2003 Il

ltermns in document currency

Itm PK  CoCd Account Description CostCr Order Amount
oa1 11 5002110 GREEM CHRIS 325 .00-
002 40 501000 PROGRAM REVEMNUE 4474 325.00

0 32500 C 325.00 2 Line itemms

Other line iterm
Psthy | El'):cuunt Sp.GiL Trans type News co.code

Then post the document:

Menu Path:  Document = Post or Click on SAVE Button i or press F11 to post
document.

Initial document entry screen appears and a message will appear: “Document nnnnnnnnnn
was posted in company code XXXX.”

Stop: This concludes the procedure for entering Credit Memos.

v
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z Post an Incoming Payment from a Customer on a DAR

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
>DOCUMENT ENTRY > GL ACCOUNT POSTING

Transaction Code: F-02

Payments for receivable amounts will be posted on a DAR. The following procedure
represents the General Ledger module processing for a DAR. Partial Payments,
Overpayments, Customer Deposits, Repayments for Returned Checks, and Unearned income
will be posted using a DAR.

Deposits Pavyable, Fleet Vouchers, Returned Check pavments and Unearned income will
use a Special G/L Indicator in their G/L Postings.

The first screen appear is: Enter G/L Account Posting: Header Data

g 00 3aH @@ee CHE DDLN RE @
Enter G/L Account Posting: Header Data

| Held document || Act assgnmt maodel.. || GiL itern fast entry H Post with reference |

_E]'l /3072003 Eﬂ IIIE
_01!30;“2003 Il

Dochesermt

First line item

Psthy 40 Account 101060 Sp.GiL |@ans.type
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Enter the following data:

Field Description/Usage

Document date: Use appropriate date for the day’s business

Posting date: Use appropriate date for the days business

Document type: SD

Company code: Enter appropriate company code

Reference: Your fund’s unique MWR/VQ DAR reference
identifier.

Text: (Optional) can use for internal DAR numbering

Posting key (PK): 40 (debit)

Account: Appropriate account for entry
Use Account 101060 DAR CLEARING or
Account 110000 CREDIT CARD CLEARING
(cash will be recorded to 101060)

V]

Press the Enter key or click the green checkmark icon to continue

The next screen to appear is Enter DAR Journal: Add G/L account item

g aB e CHE Sho0 R @
Enter DAR journal: Add G/L account item

|-E> Wore data || Act assgnmt madel.. || GiL item fast entry H Tax amounts |

_101060

Itern 1/ Dehbit entry £ 40
Amount Th.00D UsD

[ Calculate tax

Site
Value date
Assignment
Text

Mext line iterm
Pstky 15 Account 6002157 [=p.GiL New co.code

Accounts Receivable 87




Financial and Controlling

Enter the following data:

Posting key (PK): Enter 15 (credit) for Payment Receipt OR

Enter 19 for Special G/L Indicator, for
Unearned Income, Fleet Vouchers, Returned
Checks and Deposits.

Assignment: Enter Payee’s name if it is Unearned
income

Leave blank if regular payment

Account: Enter Customer Number
Special G/L Enter U for Unearned Income
Indicator: Enter D for For Deposits Payable

Enter V for Fleet Rec Voucher
Enter R for Returned Check payment
Leave blank if regular payment

Press the Enter key or click the green checkmark icon g to continue

g, = 9H @@ CHE cnhoo B QN

Enter DAR journal: Add Customer item

|ﬁ Mare data || Act assgnmt model || GiL item fast entry || Tax amaounts |

Itermn 2/ Payment receipt / 15

Amaount * usD
Bline date 0143042003
Invoice ref. / !
Prnnt hlock Prant method Prnt meth.supl.
Assignment
Tox

MNext line item
Pstiy Account SpGiL MNewy co.code
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The next screen appears: Add customer item
Enter the following data:

Amount: Enter amount or *
Due on Date: Enter date that deposit was made
Text: Enter the required information according

to guidelines on pg 68 and use * in front, so
the info will print out on the statement

0
Click on “* to check to see if entry is in balance.

Then post the document:

]
Menu Path: Document = Post or Click on SAVE Button or press F11 to post

document.

UNEARNED INCOME (Advance Payment) Using a DAR

A deposit may be required from a customer in certain situations, (i.e., a payment in advance
for membership dues or an advance payment on an upcoming private function at the officers’
club). This advance payment is normally applied against the final billing.

As with Customer Deposits, Unearned Income will normally be handled through a direct
General Ledger posting to Account 251000 if the individual line item is under $150 per
customer. When processed this way, it is strongly recommended that when the document is
posted, the assignment field be completed on the DAR using the payer's name. This will be
the easiest way to match the amount of funds recorded in 251000 to a specific "customer".

If the amount is over $150, then a customer must be created and the transaction posted
through the Accounts Receivable module using the special GL indicator “U”.

The unearned income/advance payment will be handled in SAP by means of a Special
G/L indicator “U” which redirects the amount of the deposit from the customer’s G/L
reconciliation account (131005 or 133005), to the Unearned Income reconciliation
account, 251001.

Please refer to the procedures discussed in the Incoming payment section. The procedures
are identical with the following exceptions:

1. The Special G/L indicator is “U” for Unearned Income
2. The affected GL account is 251001
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ATTENTION: VQ ACCOUNTING POLICY- Funds received in advance: if the total
amount of the advance payment exceeds $1000.00, a credit must be made to the 251001
using special GL indicator U and a customer number. If the prepayment is less than
$1000, the expenditure should be immediately expensed in the month incurred.

Deposits Payable (Customer Deposits) Using a DAR

A customer deposit may be required from a customer in certain situations, e.g., for rental of
equipment at an activity. This deposit will be refunded to the customer after equipment has
been returned. Another type of “Deposits Payable” or customer deposit may be unit funds
held by us for a ship or Command. In this case, the monies are held until the Unit requires
them for payments of goods or services.

Either type of deposit can be recorded against a customer account allowing SAP to provide
subsidiary ledger support. Unit funds or other monies held for organizations MUST be
maintained against a customer account.

If you wish to create a customer account at the time a deposit is received, a master record
must be created (see the beginning of this chapter for instructions).

The customer deposit will be handled in SAP by means of a Special G/L indicator “D” which
redirects the amount of the deposit from the customer’s G/L reconciliation account to the
Deposits Payable reconciliation account, 203001.

Example: A Customer Deposit can also be handled through a direct General Ledger posting
to Account 203000 (not for Unit or other organization funds.) if the item is under $150 per
customer. When processed this way, it is strongly recommended that when the document is
posted, the assignment field be completed on the DAR using the payer's name. This will be
the easiest way to identify the amount of funds recorded in 203000 to a specific "customer".

If it is over $150, then a customer must be created and the transaction posted through the
Accounts Receivable module. While a customer master record may be set up at this point
of the transaction (with subsequent transactions recorded through the Accounts Receivable
module), it is less time consuming to post the deposit directly to the 203000 account. In the
case of deposits taken for gear rental that will be returned the following day, this may be the
most efficient method of recordings. However, please note NO aging or other subsidiary
ledger reporting is available using this “direct posting” method.

Refer to the procedures mentioned in Incoming Payment section. Pay particular attention to
the G/L Indicator Section.
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Unit Allocations - Deposits Payable
Another type of “Deposits Payable” or customer deposit may be unit funds held by us for a
ship or Command. In this case, the monies are held until the Unit requires them for payment

of goods or services.

Unit funds or other monies held for organizations MUST be maintained against a customer
account.

The customer deposit will be handled in SAP by means of a Special G/L indicator “D” which
redirects the amount of the deposit from the customer’s G/L reconciliation account to the

Deposits Payable reconciliation account, 203001.

PLEASE REFER TO THE UNIT ALLOCATIONS SECTION OF THIS CHAPTER
FOR FURTHER DETAILS ABOUT UNIT ALLOCATIONS PROCEDURES.

Stop: This concludes the procedure for entering Customer Payments

4
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Z Refund of Deposit Amount to a Customer and Refund Payments

Refunds will be processed by Accounts Payable. Refunds will use the procedure explained
in the Accounts Payable chapter. Please refer all refunds to those responsible for accounts
payable.

However, before Accounts Payable can issue refunds to customers, Accounts Receivable
must ask for a REQUEST FOR PAYMENT FORM and give it to Accounts Payable to
process a refund. Refer to the following process to unblock an invoice for payment.
Accounts Payable will unblock the Customer during the Payment Run.

UNBLOCK AN INVOICE FOR PAYMENT
To unblock an invoice for payment, go to view customer’s “Display/change line items”

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > ACCOUNT > DISPLAY/CHANGE LINE ITEMS

Enter customer’s account number and company code.
Ensure line item selections open, cleared and special G/L transactions are selected.

&

Press the Enter key or click the green checkmark icon to continue

List Edit Goto Extras Environment Settings Systern Help

& BdH I @ae DHE DDLs FEE @

Customer Line Item Display
W4 M%7 B 8@ 3 ealF | & 25 M| B B seectons

Status: B open 4 Parked @ Cleared
Due date: Overdus &y Due @ Mot due

Fun Date: O01/27/2003 15:25.37
User: HO_RANDERSON

Open Items Key Date: 01/27/2003
TATES MARK 3003927

6205 OAKLEY DRIWE
SUFFOLK WA 23435

St |CoCd| Assignment Doc.no. Type |Doc. date |Pstg date |PK|Z|DD|Net due dt Amt

C B | 1353 | NS 2256 1300005080| 5D 11/03/2002| 11/0372002) 01 11/03/2002

* B |1363

** Account 3003927

Fun Date: 01/27/2003 15:25:37
Uzser: HO_RANDERSON
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Oocument Edit Goto  Extras  Environment  System Help

e

v adH I Ca@ SHE S0a8 EHE @

Display Document: Line ftem 002
2w A & o More data

{Customer; 3003927 TATES MARK GiL acc 131005
CoCote 1353 6205 QAKLEY DRIVE
MR MID-ATLANTIC REGION  SUFFOLK Doc. na. 1300005090
Line lterm 2 f Customer imvoice /01
Amount B0 .00 UsD

Additional details

Disc. base EQ .00

FPayt terms Coo3 Daysipercent o 0,000 % 0 0,000 % 0
Bline date 11/03/2002 Invaice ref. £ fa

Prmnt black

Dunn. block Dunning key

Last dunned Q

Assignment NS 2286

Text 11/02/02 R, Long text

Find the invoice that you wish to unblock on the list. Double-click on the item. The next
screen will appear.

On this screen, click on the Display/change button %2
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Document Edit Goto Extras  Environment  Systemn Help

& afjd @ €@ SHE OaDoa8 I BE @

Change Document: Line Item 002
2 2 v a & = More data + Mext itern + Previous iterm

Customer 303927 TATES MARIK Gl acc 131005
CoCode 1353 G208 QAKLEY DRIVE
WAR MID-ATLANTIC REGION  SUFFOLK Doc. no. 1300005090
Line ltem 2 / Customer invoice { 01

Armount &0 . 00 sh

Additional details

Disc. base EQ. 00

Payt terms I?E]E]S Daysipercent % %
Bline date 1170372002 Inwoice ref. f £

Prmnt black

Dunn. block Dwunning key

Last dunned
Assignment NS 2258
Text 11/02/02 %, Longtext

On this screen in the Payment block field, remove the “A” and leave blank.

]
Then click on the SAVE

Stop: This concludes the procedure for processing Refunds for Customers.

v
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B USA Report and Entries

It may be necessary to review the status of USA Items that have been procured through the
Procurement module and have been received (using Goods Receipt). The following report
may be used for information only, as per USA Procedures (as directed by MWR HQ), the
USA offset entry and establishment of the receivable cannot be made until the time of
invoice verification (or time of inputting of the invoice!) You may find this report useful in
an effort to monitor and manage USA purchases or to correct errors prior to invoice/vendor
payment.

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > GENERAL LEDGER
> PERIODIC PROCESSING > INFORMATION SYSTEM > REPORT SELECTION
Transaction Code: F.97

SELECT: MONTH END REPORT > GOODS RECEIPT USA OFFSET REPORT

Program  Edit Goto  Systern Help

& L R CAQ DHE 8D H8 & @

Goods receipt information (USA items)

B [

Program selections
GiL account number to
Company code 1146 to
Posting date (article doc 12/01/2002 to 12/31/2002[2)
Cost center to =
Movement type to =
Account assign. category = to =
LUSA offset GiL account to =
Ciutput format

® SAP List Viewer

On the selection screen, simply enter the Company Code (MWR ONLY), and enter “S” in
the Account Assignment Category field. ALWAYS remember to enter the date range of the
month you are working in. For example, if you are reviewing December 2002 USA
purchases, enter the Posting Date (article doc) range of 12/01/2002 to 12/31/2002.
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If you want to search more specifically, you can enter a USA Offset Account (the offset
account that would be used for setting up the receivable entry) specific posting date, cost
center, general ledger account originally entered at time of Purchase Order creation.

W’

icon.

After selecting the appropriate criteria, click the “execute”

List Edit Goto ¢ T Help

@ | Bld H @@ BRE Snan HE @m
Goods receipt information (USA items)
glav T 8% @ 8acaT el EEE @ s
Goods receipt information (USA items)
Art.doc no |PO number  |POitem|AC  |Article  |Description Site  |Cost ctr | GiL acct |USA OffsetiMyT =
500008484B|4500006857 | 000035 REGIONAL COMMERCIAL ACTIVITIES 1068 0 101 [-]
701083 0, - [~]
1138 & --
5000004040[4500006857 [ 00001[5 | [REGIONAL RECREATION [1011 [ [101 ]
701089 & -
141 & EE
500008484B]4500006857 [ 00002[5 | [REGIOMAL FITNESS [1088 [ [101
701089 &, .
5000083756[4600000334 [ 00001]S | [REGISTRATION FEE: [1088 o [101 ] B
782089 0, -
1143 & --
5000085053]45000066878 [ 00001[5 | |CONFERENCE FEES FOR SHARR... [1087 [ [101 ]
782089 & -
189 &% EE
5000083758[4600000334 [ 00004[5 | [REGISTRATION FEE: [1088 [ [101 ]
782089 &, .
1540 & =
5000082770[4500005872 [ 00013[S | [ANNUAL MAINTENANCE FOR XERO..[1178 [754000  [102 ]
83000 & -
1555 &b --
50000537568/4600000334 [ 00003[5 | [REGISTRATION FEE. [1088 [ [101 ]
782089 & g
1562 & - |E
5000083756[4600000334 [ 00002[S | [REGISTRATION FEE: [1088 | o [101 ] ]
1 09000 0 E
[ | [ (KD

It is important to note that on the Purchase Order, the Facility Manager or Procurement staff
should enter the appropriate general ledger expense account for the initial expenditure. Do
NOT enter the USA Offsets account on the Purchase Order (if you do you will receive an
error!). The report shown above will “PROPOSE” the offset account that should be used if
the receivable was set up.
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B USA Report- PO’s that have had Invoice Verification

At the end of each month, it is necessary to run a report to determine what items need to be
included in the USA Offset Entry (establishing the receivable and crediting the offset
account). The following report may be used to create the end of month USA entry for those
items included on Purchase Orders. You may also find this report useful in an effort to
monitor and manage USA purchases or to correct errors prior to posting the USA entry.

NOTE: Remember this is only 1 part of the USA entry — you may also have additional
entries for “USA” that have been entered through Direct Invoice. Take care to include
BOTH types of invoiced items on the DD2277.

Menu Path:  ACCOUNTING >FINANCIAL ACCOUNTING > GENERAL LEDGER
> PERIODIC PROCESSING > INFORMATION SYSTEM > REPORT SELECTION

Transaction Code: F.97

General Ledger Reports > Month end Reports > Invoice Verification USA Offset
Report

Program Edit Goto System Help

& B dHe@E CHEE BDOo0 HEE @
Logistics invoice verification information (USA items)
@
Program selections
G/L account numkber to
Company code 1197 to
Document number (LI to
Pasting date (invoice) 1270172002 to 1273172002
Cost center | @ to
Account assign. category 3 to
USA offset GiL account to
Clutput format
® SAP List Viewer
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On the selection screen, simply enter the Company Code (MWR ONLY)), and enter “S” in
the Account Assignment Category field. ALWAYS remember to enter the date range of the
month you are working in. For example, if you are reviewing December 2002 USA
purchases, enter the Posting Date (article doc) range of 12/01/2002 to 12/31/2002. If you
want to search more specifically, you can enter a USA Offset Account (the offset account
that would be used for setting up the receivable entry) specific posting date, cost center,
general ledger account originally entered at time of Purchase Order creation.

&

icon.

After selecting the appropriate criteria, click the “execute”

List Edit Goto Wi

(] BOHICEe SHE DL PR @
Logistics invoice verification information (USA items)
a7 T 2Heaca T el B B I

Logistics invoice verification information (USA items)

LY doc no  |PO number  |PCitern)  SN|AC  |Aricle|Description Site  |Costctr | G/L acct |USA Offseth
5190056089|4500006288 | 00001 01[S 6.2 0z ANVIL WHITE PRE SHRUNK COTTON |2029 752000 ||[=]
5190056089|4500006288 | 00003 01[S B.2 oz ANVIL WHITE PRE SHRUNK COTTON  [2029 52000 ||l
5190056089|4500006288 | 00004 01[S SET UP CHARGES$1442 X 12 2029 752000
7010004
2666 &L
5190055856(4500006113 | 00001 D01[s | |GG0200164 183 SPALDING INFUSION [2029 752000
7010004, o
2668 &
5190056796(4500006604 | 00006] 01[S #LIN706622 BIG WHEEL MOBIL W/LID BLUE  [2135 752000
5190056796|4500006604 | 00007 01[S FREIGHT CHARGE 2185 / 752000
10004y
zeza/ﬁ
5190056025|4500006503 | 00001 01[S GE-48-113 EASTON BK10 HAMMER BATS 34" [2103 752000
5190056025|4500006503 | 0000Z] 01[S GE-48-135 LOUISVILLE SLUGGER BAT 2103 752000
7010008
2868 &

It is important to note that on the Purchase Order, the Facility Manager or Procurement staff
should enter the appropriate general ledger expense acceunt for the initial expenditure. Do
NOT enter the USA Offsets account on the Purchase/Order (if you do you will receive an
error!). The report shown above will “PROPOSE” the offset account that should be used if
the receivable was set up.
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List Edit Goto Views Settings

(] dH ea@ DHE DL AR @M
Logistics invoice verification information (USA items)

g a7 e 2 el Bsca T el B | K

Logistics invoice verification information (USA items)
LM docno (PO number  |POitem SM|AC  |Article |Description Site  |Cost ctr | GiL acct | USA Offset]:
5190055665/4500006596 | 00001  01]5 HYDRO SEED SPORTFIELD ELITE 32,000 SF[2049 752000 [|[=]
7010004, [-]
2588 &
51900561764500006774 | 00001] 015 | [EVENT DEPOSIT/BOOKING#C16592-0001  [2010 0
16800
2642 & ad
5190056009]4500006209 | 00002] 015 | 5.2 0z ANVIL WHITE PRE SHRUNK COTTON  [2029 752000
7010008,
e
5190056098]4500006288 | 00001  O1]S 6.2 0z ANVIL WHITE PRE SHRUNK COTTCON [2029 752000
5190056098]4500006288 | 00003] O1]S 6.2 0z ANVIL WHITE PRE SHRUNK COTTON  [2024 752000
5190056089]4500006288 | 00004 O1[S SET UP CHARGEA14.42 %12 /1029 752000
7010004,
2666 O
5190055856[4500006113 | 00001] O1[5 | |GG0200164 188 SPALDING INFUSICHK [2029 752000 |
7010008,
2668 4y

As you can see from the above example, an error was made by the individual creating the
Purchase Order (they used the USA Offset General Account number). As a result, the
system CANNOT propose the USA Offset account because the error was made. This error
should be resolved as soon as possible. To resolve the error, the goods receipt should be
reversed (see Section 2 Goods Receipt — Transaction Code MBO1 Movement Type 102).
The Purchase Order should be corrected (entering a GOOD general ledger account number),
then the goods receipt should be redone as well!

7
/ NOTE: AGAIN, remember, this report will ONLY propose you the entries for USA
Offset for those items that were entered on a Purchase Order. If an item was procured on the
NAF Credit Card, or through Petty Cash or other Direct Invoice payment method, this report
will NOT include that information. You must either enter the offset entries at time of Direct
Invoice, or you can prepare a GJV after reviewing all the items that you want to “USA” that
were paid through the Direct Invoice process. PLEASE REFER TO THE ACCOUNTS
PAYABLE MANUAL FOR FURTHER GUIDANCE ON DIRECT INVOICE
PROCESSES
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B Entering the Receivable

Invoice Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > DOCUMENT ENTRY > INVOICE

Transaction Code: F-22

Instead of debiting and crediting the 136000 account directly, we will now be debiting and
crediting the USA customer account (note that the actual customer used for USA
reimbursement differs by Region). This customer has been specially created and is the only
customer whose reconciliation account is set to136000. The customer for each region is
easily identified because it has word “(USA)” at the end of its name. This was done in case
the same organization that reimburses your USA is also a regular customer. The customer
that is marked “(USA)” should only be used for USA reimbursement.

The new entry would look similar to the following example:

Document Edit Gaoto Settings Exras  Epvironment  System Help

[V B H e EHE HDho0 BRE @

Document Overview

&2 M4 rNETFETF B MM Chose @ Save T E & B Taxdata @ &

Doc.type : SA [ General JV ) Mormal document ‘ =
Ooc. number 1000001334 Company code 1015
Doc. date 1143072002 Fosting date 11430/ We are debltlng the customer
Doc.currency =D .
Doc head text USA TNSF account for USA by using
posting key 01
Itm |PK|S|Account WCOH ctr qer AESTgnment Amount | Text
1 01‘— WOOOOSSA’DFAS {USA) - GREAT LA% 150. 00
2|50 | 755000 USA APF OTHER OPS 3772 150.00-
3|01 1000033 DFAS (USA) - GREAT LAM 207 .80
4|50| | 756000 USA APF OUTSOURCING 3770 207 .80-
5|01 1000033 DFAS [USA) - GREAT LAM 1,392.00
B|50| | 753000 USA APF CONTRACTUAL 3778 1,392 00-
7|01 1000033 DFAS (USA) - GREAT LA% 1.550.51
8|50| | 756000 USA APF OUTSOURCING 3779 1.550.51-

PAYMENTS: When receiving the reimbursement of the USA claim (which is a payment
receipt), we have to credit the customer account using the posting key 15 instead of posting
directly to 136000. This process is the same as receiving any kind of customer payment.

Lip Stop: This concludes the procedures for USA postings
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@ Searching for Documents

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > DOCUMENT > DISPLAY

Transaction Code: FB03

Enter Document number, Company Code and Fiscal year in the following screen.

Document Edit Goto  Yiew Systerm Help

e
1y =

& BldH @@ CREEDO0 HE @

Display Document: Initial Screen

List | 14 Firstitern & Editing options
baly

Keys for Financial Accounting

Document number 1300000462
Company code 1146
Fiszal year 2003

If you do not know the document number, double click on the list icon.

Select criteria from the ‘General selections’ section of the opening screen.

Program Edit Goto  Syste

& R CAQIDHEHE DTOH Bl @

Document List

A=

Company code 1148 to 5

Document number to =

Fiscal year tn B

General selections
Dncument type tn B
Fosting date 01/22/2003 ta | @ 5
Entry date ta B
Reference number to B
Reference transaction to Bl
Feference key ta B
Logical system tn &

Also display noted iterms
[ Display noted iterns

Search for own documents
] Own documents only
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Click on the Execute icon

A listing of the documents is produced based on the selection criteria established for this

report.

List Edit Goto Sy

@ g CEQ CHB DNOD [ @M

Document List
=

Document List

CoCd Dog. no. Year DT Doc.date Fost dte Curr. Reference no.

1148 1300000462 2003 50 01/22/03 01/22/03 UsD MDS 012203

You may double click on a line item to view the original document. The document will then
appear on the screen

Stop: This concludes the Searching for Documents Section

0
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@ Deleting Parked documents

If a receivable invoice or credit memo has been parked and subsequently determined to be
deleted vice posted follow this transaction.

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > DOCUMENT - PARKED DOCUMENTS - POST / DELETE

Transaction Code: FBVO

/ NOTE: Only parked documents may be deleted.

Post Parked Documents: Initial Screen:

Document Goto System Help

) L' o’

& 3 < COEQ SHEE
Post Parked Document: Initial Screen
List
L3
Company code 11486

Document number |
Fiscal year 2003

Enter the following data:

Company Code: | Appropriate company code
Document Parked Document Number
Number:
Fiscal year: Appropriate Year

&

Press Enter or click on the green check mark icon.
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Menu path:  DOCUMENT - DELETE DOCUMENT
A warning message will appear. Click on the Yes Button.
Message appears at the bottom of the screen.

“Parked document nnnnnnnnnn XXXX YYYY deleted” nnnnnnnnnn = document number
XXXX =company code YYYY =year

Stop: This concludes the Deleting Parked Documents Section

0
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@ Reversing Documents

This transaction is used when an error is found in a document. For example, the incorrect
customer account has been selected or the incorrect posting date was entered.

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > DOCUMENT > REVERSE > INDIVIDUAL REVERSAL

Transaction Code: FB08

J
-' NOTE: Only open posted documents can be reversed.

Reverse Document: Header Data

Document Edit Goto  Systerm Help

& 240 ea@ SHEI OO EAE @M

Reverse Document: Header Data

gy Display before reversal Find documents

Document details
Document na.

Company code 1146
Fizcal year 2003

Feverse posting details

Reversal reason o1

Posting date |

FPosting period

Check management specifications
“ioid reason code
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Enter the following data:

Document Enter the document to be reversed
Number:

Company Code: Enter company code

Fiscal Year: Enter fiscal year

Reversal Reason: | XX, use drop down arrow to select

Posting date: This field defaults to current date. Change
the posting date if the document should be
posted in a different fiscal period

Posting Period: Enter Posting period

[ ]
Click on the SAVE Button_— .

/
/ NOTE: It might be best to verify the document and check the line items before

) ) &t Dizplay befare reversal .
reversing. Click on Button , click on Arrow Back Button _e and

]
then click on the SAVE Butto.

Message appears at the bottom of the screen. “Document nnnnnnnnnnnn was posted in
Company Code XXXX.”

Stop: This concludes the Reversing Documents Section.

|
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z Viewing Customer Line Items

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > ACCOUNT > DISPLAY/CHANGE LINE ITEMS

Transaction Code: FBLASN

Program  Edit Goto S

[V B dH e BEE ST O0IEE @

Customer Line Item Display

@ & =

Customer selection -~ %
Customer account to =0 ]
Company code 1146 to

Selection using search help
Search help 1D
Search string

Complex search help E

Line itern selection
Status
@ Open items
Open at key date Q172772003

) Cleared items

Clearing date to

Open at key date

- Alliterns

Fosting date to

Type
Mormal items Q
Special GiL transactions

o

ran

Enter the following data:

Customer Enter customer account
Account
Company code | Enter company code

Ensure line item selections open, cleared and special G/L transactions are selected.

Click on the execute icon
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The following screen appears and you can double click on the items to view. These are the
customer line items for this customer.

List Edit Goto {1} g

@ 3dH e DHE DDLon R @m

Customer Line ftem Display

W ]| e |2 Ba | |2@E 3 el s 2% Mm@ sekctons

status: B open & Parked @ Cleared
Due date: Overdue &y Due @ Mot due

1417wl

Run Date:. 01/27/2003 14.02:36
User: HQ_RANDERSON

Open Items Key Date: 01/27/2003

STANLEY TERRY 23004413
9170 GUNTHER CV
BARTLETT TN 38133
St |CoCd| Assignment Doz .no. Type |Doc. date |[Pstg date |PK|%|DD|Met due dt Amt in loc.cur
O @ 1146 1300000482| 5D |01/22/2003| 01/22/2003 19| R 01/15/2003 50.00-
L @ 1146 2000000010 DA |011B/2003 | 011572003 (09| R 01/15/2003 100,00
* @ (1148 50,00
** Account 3004413 50,00

Run Date: @1/27/2003 1402 36
Uzer: HO_RANDERSON

Open Items Key Date: T

+ +
+*

+* + +

/0| [«][»]
@ 2 iterms displayed

ol

ra
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z Account Statements

Customer invoices are documents that detail individual amounts owed by the customer. For
example, the customer fails to pay his/her child care fees and should receive an invoice. The
day after a private party at the MWR Club, the customer should receive an invoice for any
amount not yet paid. This being said, invoices should be run/prepared daily or weekly at a
minimum.

Account Statements are weekly or monthly statements that may be printed for mailing to
customers with outstanding receivable balances. This method should be used for printing

account statements for individual customers (one customer at a time.) See the next section
for bulk printing of account statements.

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > ACCOUNT > CORRESPONDENCE > REQUEST

Transaction Code: FB12

The first screen that appears is Request Correspondence.

Correspondence  Swstermn Help

T

& A EH I GCE& 8O EE 200 EE @
Request Correspondence

L

Company code 1146

Company Code: Enter company code

&

Press the Enter key or click the green checkmark icon to continue.
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The following screen appears.

Carres

ce =election

Jonden

Corr.

Tvpe of correspondence

AFOE
AFOY
ZAFOS

ZRFPGA
ZRFBE
ZAFER
ZRFEY
ZARFTE
ZRFTR

Customer Account Statement (all 1tems)
Customer Invoice

Account Stmt [(excl Cleared Item) ==%0.00
Account Stmt (excl R,D, U, W) <=$0.00
Employvee Vendor Acct Stmt (Travel Adwv)
Account Stmt {exc]l Ret Cks) <=F0.00
Fleet ‘Woucher Acct Stmt (only V) <=30. 00
Emplovee Wendor Invoice [Trawvel Advance)
Customer Invoice (exc] Ret Cks)

v F

H %

Select ZAP06 Customer Account Statement

Press the Enter key or click the green checkmark icon

Next Screen.:

&

to continue.

Detail Specifications for Correspondence

Customer Account Staterment (all items)

Company code 1146

Customer 2004383
Yendor

Fostings from 017012003
Postings to 01/31/2003((=)
Continue  Cancel i
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Enter the following data:

Company defaults

Code:

Customer: customer number

Postings first day of current statement period
from:

Postings to: last day of current statement period

Click on the Continue Button M‘.

Back out into the main menu and go to the next menu path below:
Next, select:

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > ACCOUNT > CORRESPONDENCE > MAINTAIN

Transaction code: F.64

User: User who created the initial request will default.

Program Edit Goto S

[V B dE@a® BHE S0 O0 HE @

Maintain Correspondence Requests

&

General selections
Correspondence | to [ =]
Company code to [ ]
Account type to =)
Cipen iterm account to [ ]
Document number to [ ]
Fizcal year ta [
User HQ_RANDERSON o =
Date of reguest to [ ]
Time of reguest [alaRyclapgolol ta [alaRyclapgolol [
Print date to [ ]
Cash journal number to E

Further selections
Entries without print date
[ Entries with print date

@

Click the Execute icon
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A report will appear listing all statements that have been requested.

List Edit Goto em  Help
& ||| BldH @@ CHE ODLo0 ERE @R

Maintain Correspondence Reguests
B 2% EEBB &G

QA1 Client 100 Correspondence Date 0O1/27/2003
MiTlington Maintain Fage 1
Corr. CoCd Acct/doc. User Date Time Print date

Sort Corr. CoCd AcTyp Acct Doc.no. Fis . ¥r Date Time Print

Correspondence ZAPOE Company code 1146 Customer Account Statement (all items

ZAPOG 1146 3004383 Cust HO_RANDERSON 01/27/03 14:07:19
Fostings from 01/01/2003 Postings to 01/31/2003

Double click on the report you wish to print. (A line that begins with ZAP06)

This will generate the account statement. (You will visually see the account statement you
wish to print out.)

2

Click the Print Button. . =

The following page shows an example of an account statement.
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Pleaze remit payment to:

MORALE, WELFARE AND RECREATION
MAS JACKSONYILLE

BOX 14 BLDG 584

MAS, ATTH: MAF ACCTG Staternent D ate:
JACKSONYILLE FL 32212 Customer Number:

Point of Contact:

Account Statement Period:

JOHMES OM, MIKE
107 MAIN STREET
MEMPHIS TN 38119

Account
Statement

ogrogrzoo1
33021 71034

(904) 542-2943744
07012001

to
07i3152001

Page: 1 aof 1
THANK YOU FOR YOUR BUSINESSY
CURRENT CWERDLUE 1-30 OWERDUE 31-60| OWERDUE B1-90| OWERDUE 91+ | ACCT BALAMCE
o.oo 250.00 o.00 0.00 o.00 250.00
Document Number Transaction Document Amount
Item Description Description Date
Balance carried forward at 07/01/2001 0.00
2000000006 Returned check 07r30r2001 250.00
Balance of account at 07/31/2001 250.00

Please detach the form below and forward with yeur payment

Payment Remittance Form

Amount due: §F 250.00 Amount enclosed: 5

Account name: JOHKWSON, MIKE Customer number: 33021 71034

Your payment and this form can be mailed ar delivered to yourlocal MWR ar Wi Busines
above address.

g Office at the

Fayments on returned checks must he made in cash, money arderar certified check., Please do not send

cash by mail.
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z Bulk Printing of Account Statements

Bulk printing will run a series of account statements in one batch vice an individual customer
statement.

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > PERIODIC PROCESSING > PRINT CORRESPONDENCE >
PERIODIC ACCOUNT STATEMENTS

Transaction Code: F.27
Initial Screen :

Brogram  Edit Goto  Swstern Help

& BB Q@ BHEE SNO8IEE @3

Periodic Account Statements

&-
5

General selections

Carmpany code 1146 to |
Account type ] to
Account 1 to 9999999999
Indicator in master record 2

key dates for acct staterment 01/01/2003 Q143172003

Accounting clerks to E

Output contral
Correspondence ZAFDE
[ Individual request

Program control
Delete if finished since g

Print contral
Log to printer LOCAL PRIM..

Enter the following data :

Company Code: Enter appropriate company code

Account type: D

Account: Customer account number(s) (or 1- 99999 for
all accounts)

Indicator in master 1-for weekly statements, 2-for monthly

record: account statements or Q-for quarterly
statements
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Key dates for acct Dates to include transactions on the account

statement: statement. This should be a range of dates
such as 1 July through 31 July since you are
printing Account Statements

Correspondence - ZAP0O6

Log to Printer - Your default SAP printer id.

Click the Execute Button 2

Next Screen:

Press the Enter key or click the green checkmark icon

Next Screen:

@

to continue.

Click the Yes pushbutton.

This screen indicates the statements that we have requested to print. Statements will print out

automatically.

An example of the Account Sample follows on the next page.
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Pleaze remit payment to: Acco u nt
MORALE, WELFARE AND RECREATION

NAS JACKSONVILLE Statement
BOX 14 BLDG 584

MAS, ATTH: MAF ACCTG Statement Date: 08/08/2001
JACKSOMNYILLE FL 32212 Customer Number: 33021 71034

Point of Contact; (904) 542-2343744

Account Statement Period: 0750152001
to
JOHMS oM, MIKE o7r31r2o01
107 MalM STREEET

MEMPHIE TH 38118
Page: 1 aof 1

THANK YOQU FOR YOUR BUSINESS!

CURRENT CWERDLUE 1-30 OWERDUE 31-60| OWERDUE B1-90| OWERDUE 91+ | ACCT BALAMCE
o.oo 250.00 o.00 0.00 o.00 250.00
Document Number Transaction Document Amount
Item Description Description Date
Balance carried forward at 07/01/2001 0.00
2000000006 Returned check 07r30r2001 250.00
Balance of account at 07/31/2001 250.00

Please detach the form below and forward with yeur payment

Payment Remittance Form

Amount due: §F 250.00 Amount enclosed: 5

Account name: JOHKWSON, MIKE Customer number: 33021 71034

Your payment and this form can be mailed ar delivered to yourlocal MWR ar Wi Business Office at the
above address.

Fayments on returned checks must he made in cash, money arderar certified check., Please do not send
cash by mail.
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z Reports

General instructions:

The following menu path will bring you to the report tree where you may select the reports
you need.

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > PERIODIC PROCESSING > INFORMATION SYSTEM >
REPORT SELECTION > MWR ACCOUNTS RECEIVABLE

(click on this icon to open folders)—E

Select the report you wish to run. Some of the most common reports are: Write- Off Report,
Display Changes to Customers, Customer Aging Report, Customer Returned Check Aging
Report, Customer Outstanding Returned Check Listing, Customer Open Line Items, and
Customer Account Balances.

MNodes Edit Goto Utilities

(v} B0 H I QEae CHR Bhoa BE @0

Application Tree Report Selection Customers
67 Set focus || ¢

Il«1rv]

ACCOUNTS RECEIWABLE REFORTS

3 AIMS Accts Recesivabls Reports
3 Master Data

08 Customer List

[ Flexible Customer List
Display Changes to Customers

3 Other Analysis

Customer Aging Report

Customer Returned Check Aging Report

08 Customer Outstanding Returned Checks Listing
[ Customer Write-off Report

—08 Custemer Dunning Information Report

—0O Account Balances & Line Items

08 Customer Open Items Report (with customer address details)
Customer Line Items Report

Customer Cleared Items Report

8 Customer Account Balances

Customer Account Balances

—08 SAP Accounts Receivable Report

A7
[41wll

There will be several fields in which to ask for information (e.g., for which customer(s) to
run the report, for which company codes, etc). Select the fields on which you would like to
base your report.

Click on the Execute Button @
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@ CUSTOMER AGING REPORT

In order to ensure customer invoices are being paid on a timely basis, written off after 180
days and not aging excessively, a report can be executed to identify any customer invoice
that is “overdue.” Use the following menu path to execute this report:

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > PERIODIC PROCESSING > INFORMATION SYSTEM >
REPORT SELECTION

Initial Screen:

Modes Edit Goto LUtilities Settings  Swstem Help

& 240 @Ee DHE DO EE @@

Application Tree Report Selection Customers
€23 Set focus @3

ACCOUNTS RECEIWVABLE REFORTS

B AIMS Accts Receivable Reports
B SAP Accounts Receivable Report

Within the Report tree, select: Click on the file icon —-gg  beside each selection.
Then select this pathway within the report tree:

MWR ACCOUNTS RECEIVABLE REPORTS > OTHER ANALYSIS >
CUSTOMER AGING REPORT.
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Frogram Edit Goto

Customer Aging Report Screen

Selection: Customer Aging Report

@ & &

Customer selection
Customer account

Company code

to

to

Line itern =selection
Cipen items at key date

0172972003

Report selections
Due date analysis

1 Analysis of line ite

Enter the following data:

Customer:

Leave the “customer” field blank, as you will
want to have the system check ALL
customers for items needing to be written off.
*If aging data is needed on a specific
customer the customer number or range of
customer numbers can be put entered.
However, only those customer numbers
entered will be displayed in the report.

Company Code

Enter appropriate company code

Open Items at Key
Date:

Should be set at the date you wish to view
“overdue items”. The system will default in
the current date but remember to change the
date if you want a specific period ending date
or effective date.

Due Date Analysis:

Should have a default value of “1”

Now click on the “execute” button
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In order to properly view this report, you must select the Display Variant “AIMS 01-

AIMS Customer Aging”

Review this report carefully.

This report does NOT have drill down capability. Instead, create another session and using
Customer Line Item Display, review each overdue item. (Note: Credit memos, credits on
customer accounts and payments are reflected with a “negative” number- a credit entry)

It will become increasingly important for field activities to monitor their Accounts
Receivable balances and Aging very carefully. The report as listed above supplements the

standard aging report by allowing a report that narrows down the overdue accounts to a
specific period (number of days overdue.)

Please remember to run this process FREQUENTLY- at least once a month. Ensure
items are written off promptly (in accordance to policy) with the Commanding Officer’s
approval.

List Edit Goto

Settings

CEQ CHE AnO0 PR @ m

Object List:ZSAPDUEAN-01 -Customer Aging Report
gaFTF 2% @ ATHDT | B EE

ZSAPDUEAN-01  Customer Aging Repart
Data from 01/29/2003
CoCode 1034 MW MNAS JACKSONVILLE %
Ols key dt 01/28/2003 WWednesday
Account type Customers
CoCode |Customer |Custormer Amt Due 0-30|= Amt Due 31-60|= Amt Due 61-90|= Amt C
1034 GO00974  LyMM, MEMOCK 0.00 0.00 0.00 [=]
1034 6001030  MOLDOWVAM, STEPHAMIE 0.00 150.00- 0.00 @
1034 BO01198  FEISE, SCOTT n.on n.on n.on
1034 6001421  CABRAL, ROSEAMM 0.0o 0.0o 0.0o
1034 6001575 WOOD, BRUCE 0.0o 0.0o 0.0o
1034 G001638  STRICKLAMD, BEM 0.0o 0.0o 0.0o
1034 BO0167S  COLLIMG, ROY 0.00 0.00 0.00
1034 6001730  BURR, MAMCY 250.00- 0.00 0.00
1034 G001825 DIGIUSTO, LOUIS 0.00 0.00 440 63
1034 G001935  GILL, LARRY 0.00 218075 218074
1034 BO0T986  DOUMCAN, HEATHER 0.oo 1,187 05- 1,181 05
1034 G001937  BOWWMAN, WICKY 0.0o 0.0o 0.0o
1034 6002032  MORIGUCHI, SANDRA 0.0o 0.0o 0.0o
1034 G002038  SCHULTZ, MATHAM 0.0o 5385 0.0o
1034 G002039  AELLG, CHRIS 4,365.00- 0.00 0.00
1034 GO02086 | BURCH, ADAM 0.00 0.00 0.00 ||
1034 G002310  KMITTEL, ANTHONY 0.00 112.80 0.00
1034 G002343  BROWMN CHARLIE 250.00- 0.00 0.00
1034 POS_CL . POS CLEAR ANONYMOUS 40 0R2 35- 0.oo 0.oo E
47,014.33- - 28771492 - 171,964.38 = =
KD |[[v]
[ B QAT (1) (100) rrwrsapl | NS
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z WRITE OFF REPORT

In order to ensure customer invoices are being written off after 180 days and not aging
excessively, a report can be executed to identify any customer invoice that is “overdue” and
needs to be written off. Use the following menu path to execute this report:

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > PERIODIC PROCESSING > INFORMATION SYSTEM >
REPORT SELECTION

Initial Screen:

Modes Edit Goto Utlities Settings  Systerm Help

& B dH@aa DHRER DDoa0 HE @F

Application Tree Report Selection Customers
& Set focus || @E

ACCOUNTS RECEIVABLE REFORTS

G AIMS Accts Receiwable Reports
B 5AP Accounts Receivable Report

Within the Report tree, click on the file icon beside each selection.
Then, select this pathway within the report tree:

MWR ACCOUNTS RECEIVABLE REPORTS > OTHER ANALYSIS >
CUSTOMER WRITE OFF REPORT
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Customer Write-Off Report Screen

2| = 2/9B e6e LHE a0sn B0 @n

Selection: Customer Write-off Report

Custamer selection

Custamer account to

Company code 1034 to

Line itern selection
Cipen items at key date 0172972003

Feport selections
Due date analysis 1 Analysis of line ite
Diays for net due dat 181 @

Enter the following data:

Customer: Leave the “customer” field blank. You will
want to have the system check ALL
customers for items needing to be written off.

Company Code Enter appropriate company code
Open Items at Key | Should be set at the date you wish to view
Date: “overdue items” . The system will default in

the current date but remember to change the
date if you want a specific period ending date
or effective date.

Due Date Analysis: | Should have a default value of “1”

Days for Net Due Enter the number of days for which customer
Date invoices are overdue

In this report, you are primarily trying to
identify those customers’ invoices that need
to be written off. Enter 181 days (or more)

&

Now click on the “execute” button
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In order to properly view this report, you must select the Display Variant “AIMS 01-
AIMS Standard FIS Overdue Analysis.”

Review this report carefully.

This report does NOT have drill down capability. Instead, create another session and using
Customer Line Item Display, review each overdue item. (Note: Credit memos, credits on
customer accounts and payments are reflected with a “negative” number- a credit entry)

Please remember to run this process FREQUENTELY- at least once a month. Ensure items
are written off promptly (in accordance to policy) with the Commanding Officer’s approval.

Settings

List Edit Goto

CEQ CHE D40 BRI B m
Object List:ZSAPDUEAN-05 -Customer Write-off Report
e e 8%l el|aEnmT e EaEa

ZSAPDUEAN-OS  Customer VWrite-off Report
Data from 01/28/2003
CoCode 1034 MWR NAS JACKSONYILLE
Ols key dt 01/29/2003 Wednesday
Account type Custamers
Company co... ‘| Customer |Custorner = Amt Due 1871 +
10131 CO'S BREAKFAST 82068
10785 DFAS - OPLOC (USA) 245 684 .12
32770 FARALDO DAVE 32880
35518 MCTMANN, LCDR 100.00-
36778 PO DUNCAN 45 87
38793 SHORT, PO 1,053 .00
50033 BUPERS REIMBURSEMENT 1,743.03
50335 NADEP 1.125.00
B3746 ROBARTS, RICHARD 113648
B7016 O'DONNELL, WILLIAM 1,071.80
B7E38 KITT, SYLVIA 1,967 63
B7EE3 OWENS, MILETTE 203.00
3000163 |[ELO, DAVID 300.00-
3000289 |FIMPO, LCDR 70180
3000388  [SMITH, CHRISTOPHER 78.80
3000832 |DRAFER,D.C. 281.50
3001548  |ALLEN, ANDREWW 70.00
3001850  [HARRELL, DANIEL 40.00 %
5000036  [WHITE-LEONARD, DANE 128.00
1034 &L = 256,089.91
i, . 256,089.91
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Customer Accounts Receivable Write-off Report Using Variable Days

It will become increasingly important for field activities to monitor their Accounts
Receivable balances and Aging very carefully. The report as listed above supplements the
standard aging report by allowing a report that narrows down the overdue accounts to a
specific period (number of days overdue.) You may enter any specific number of days.

The menu path to arrive at this screen is:

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > PERIODIC PROCESSING > INFORMATION SYSTEM >
REPORT SELECTION

Transaction Code: F.99

Modes Edit Goto  Ltilities

& 100 @@ DHB AD0D DE Q@

Application Tree Report Selection Customers
6] Setfocus | @3

ACCOUNTS RECEIWABLE REFORTZ
— & AIMS Accts Receiwvable Reports

—C2 Master Data
— & Other Analysis

Customer Aging Report

Customer Returned Check Aging Report

—E Customer Outstanding Returned Checks Listing
Cust@ner Write-of f Report

—E Custemer Dunning Information Report

— 0B Account Balances & Line Items

— @ SAP Accounts Receivable Report

Double-click on the Report Selection node to see the above screen.

The report that we are interested in is the Customer Write-off Report as listed under the
Report tree ACCOUNTS RECEIVABLE REPORTS > MWR Accounts Receivable Report >
Other Analysis > Customer Write-off Report.

The following Criteria Selection window will show:

Enter your company code. For this example, we are using NAS Jacksonville 1034.
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g 0 i@ eee CHE fnL0IBF @B
Selection: Customer Write-off Report

Custamer selection
Customer account o

s

Company code 1034 to

Line iterm selection
Cipen items at key date 0172972003

Feport selections
Due date analysis 1 Analysis of line ite
Diays for net due dat 210 @

We are entering 210
days to receive a
report showing this
info.

This report selection screen, while being closely related to the regular aging analysis, now
allows a user to insert any number of days in the field “Days for net due dat” as shown

above.
You may now execute this report.
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List Edit Goto Settings

em  Help

& I E eae SEE I ETOn HEE @R

Object List:ZSAPDUEAN-05 -Customer Write-off Report

& a7 BE QO 8CHTH| BEE

ZSAPDUEAN-OS  Customer VWrite-off Report
Data from 01/29/2003
CoCode 1034 MWR NAS JACKSOMYILLE
Ols key dt 01/29/2003 Wednesday
Account type Customers
Company co... | customer |Customer Amt Due 210 +
10131 CO'S BREAKFAST B20.88
10785 DFAS - OPLOC (USA) 245,684 .12
32770 FARALDO DAVE 32380
32518 MCMANN, LCDR 100.00-
JE77E PO DUNCAN 45 87
38793 SHORT, PO 1,053.00
80033 BUPERS REIMBURSEMENT 1,743.03
50335 MNADEF 1,125.00
B3746 ROBARTS, RICHARD 1,136.48
B7016 O'DORMNELL, WWLLIARM 1,071.90
87838 KITT, SYLVIA 1,967.63
B7883 OWWENS, MILETTE 203.00
3000153 |ELC, DAVID 300.00-
2000289  |FIMPO, LCDR 701.80
3000388 |SMITH, CHRISTOFPHER 78.80
000832  |DRAPER,D.C. 29140
001548  |ALLEM, ANDREW 7000
2001860  |HARRELL, DAMIEL 40.00
1034 oL 255,961.91
E . 255,961.91

By reviewing this report, showing the accounts that are overdue by the number of days
entered, you may now make a decision to write these account balances off or to exercise

further collection efforts.
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z RETURNED CHECKS REPORT
Customer Outstanding Returned Checks Listing

A review of all outstanding returned checks in your region is important to maintain proper
control over the growing problem of bad checks.

The menu path to arrive at this screen is:
Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS

RECEIVABLE > PERIODIC PROCESSING > INFORMATION SYSTEM >
REPORT SELECTION > MWR ACCOUNTS RECEIVABLE REPORT

Modes Edit Goto  Utilities  Seftings  Systern Help

& Bl H e BHE 20O HE @@

Application Tree Report Selection Customers
(B Setfocus g

ACCOUNTS RECEIWABLE REFORTS
& AIMS Accts Receiwable Reparts

—CGB Haster Data
& Other fnalysis

Customer Aging Report
Customer Returned Check Aging Report
& Customer Outstanding Returned Checks Listing

Jacksonville Region Ret Chks
Seattle Region Ret Chks
Mid-Atlantic Reg. Ret Chks HWR
Mid-AtTantic Reg. Ret Chks w0
——CMWRSW (5San Diego) Ret Chks
Great Lakes Region Ret Chks
——CHRME (NE) Returned Chks
Mid-South Returned Checks
Pensacola Returned GChecks

Customer Write-off Report
—8 Customer Dunning Information Report

—0E Account Balances & Line Items

0 SAP Accounts Receivable Report

Continue the Menu Path of:

OTHER ANALYSIS > Click on your region
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Brogram  Edit Soto Systern Help

& A3 eae DHE OO0 RE @0
Customer Quistanding Returned Checks Listing
@ [
Program selections

Custarmer number | to

Caompany cade 16019 to

S (WL, MILT) io

Clearing date = to

Document date &) 01/29/2003 to

FPosting key B9 to

Special GIL indicator R to

Cutput farmat

@ SAP List Viewer

Enter the following data:

Document Date: Should be set at the date you wish to view
returned checks. The system will default in
the current date but remember to change the
date if you want a specific period ending date
or effective date.

Company Code Enter appropriate company code

Customer: Leave the “customer” field blank as you will
want to have the system check ALL
customers for returned checks..

*If data is needed on a specific customer the
customer number or range of customer
numbers can be put entered. However, only
those customer numbers entered will be
displayed in the report.

SSN(XXX-XX- Leave Blank
XXXX)

@

Click on the “execute” button
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List Edit

Goto

Help
JH @ BHE ahon BE @
Customer Ouistanding Returned Checks Listing
Gm av ¥ 3% Al TEHT Wl B |\

Customer Outstanding Returned Checks Listing
Murnb... | Customer Narme “lssn Check Date/No. Dot Date Arnount
3003473 |CLARK, SHAMKEMYA 255-53-0004 (0823200200252 |09/30/2002 £4.00
255-53-0094 [11042002/0266  |11A 42002 £4.00
BO016TA |COLLING, ROY A55-R5-5G54 10112002142 1072372002 450
3003068 |DOZIER, RANDI 661-73-2130 102820020328 1171272002 128.00
GO008%56 | DZIEKAN, KARERN 385-04-2276 |08142002(593 0272672002 170.15
3003603 [FAURE, BASHAN 555-65-5655 110420020607 1171572002 128.00
556-65-5555 111420020610 11/30/2002 128.00
6001198 [FEISE, SCOTT G65-G5-6465 (0918200202002 |09/232002 20.00
3002844 [FISHBEIN, STEFHEN 117-50-0336 (102220031120 1063112002 85.10
3003800 |[FRENGH, TANNER 590-14-5153 [10212002715 10/31/2002 64.00
A90-14-5153 [10282002/7 21 1111272002 £4.00
590-14-5153 [11052002(7 29 1111572002 £4.00
3004654 |HILL, BREAMNE 445-00-1830 1209200202450 |12( 82002 121.00
35852 |HODGES, CHRISTOPHER A70-97-0079 1005200205133 1042172002 19.00
33011 |[JACKSON, TERRY 524-71-8102 [11182002(1518  |11/27/2002 326.00
3003502 [JOHNSON-PERRY, KELLY 460-21-5456 |09202002(543 10/09/2002 74.80
50304 |KARDASZ, TAMATHAJ §62-79-5237 [101620021345  |10/28/2002 105.00
6002310 |KNITTEL, ANTHONY 546-95-500% [120420021450 |1 2/262002 112.50
3004547 |[KRAPF, CHRISTINA 576-21-9900 [11252002(1012  |12(1/2002 100.00
3004061 [KRAUT, JONATHAN 354-74-9012 [11012002r501 11/145/2002 200.00
354-74-9012 121020020600 127262002 26.00
GOODRSA |LEACH, WILLIAM 525-17-6798 [07262002/2494 | 08/09/2002 176.70
3004208 [LLOYD, WILLIAM 224-06-7919 [11142002/936 11/26/2002 58.50
3003504 |MARGUM, MANOAH 461-59-7080 11112002197 11/30/2002 2355
34095  |MARTIN, DEQNTE 250-53-0718 [11182002/623 1172772002 £38.00
3004174 [MATHEU, SONIA 500-03-3994 [11082002(1473  |11/252002 22.00
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mCustomer Returned Check Aging Report

In order to ensure customer invoices are being paid on a timely basis, written off after 180
days and not aging excessively, a report can be executed to identify any customer invoice
that is “overdue.” Use the following menu path to execute this report:

Menu Path:  ACCOUNTING >FINANCIAL ACCOUNTING >ACCOUNTS
RECEIVABLE > PERIODIC PROCESSING > INFORMATION SYSTEM >REPORT
SELECTION

Initial Screen:

Modes Edit Goto  Wilities  Settings  Systern Help

& 3all @a@ DHE ODOan EE @

Appiication Tree Report Selection Customers
b Setfocus | G2

ACCOUNTS RECEIWABLE REPORTS

LIMS Accts Receiwahle Reports
B 54P Accounts Receiwahle Report

Within the Report tree, click on the file icon beside each selection.
Then select this pathway within the report tree:

MWR ACCOUNTS RECEIVABLE REPORTS > OTHER ANALYSIS >
CUSTOMER RETURNED CHECK AGING REPORT
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Customer Aging Report Screen

Program Edit Goto  Systern  Help

200 CHE DD o0 BRE @
Selection: Customer Returned Check Aging Report

|

Custamer selection
Custorner account to ﬂ
Company code to

Line itern selection
Open items at key date 01/429/2003

Report selections
Due date analysis 1 Analysis of line ite

Enter the following data:

Customer: Leave the “customer” field blank as you will
want to have the system check ALL
customers for items needing to be written off.
*If aging data is needed on a specific
customer the customer number or range of
customer numbers can be put entered.
However, only those customer numbers
entered will be displayed in the report.

Company Code Enter appropriate company code

Open Items at Key | Should be set at the date you wish to view
Date: “overdue items”. The system will default in
the current date but remember to change the
date if you want a specific period ending date
or effective date.

Due Date Analysis: | Should have a default value of “1”

@

Click on the “execute” button
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List Edit Goto  Setting:

V] Bl H @@ DEHE D000 BE @m

Ohject List:ZSAPDUEAN-02 -Customer Returmed Check Aging Repo
Glad v @8 ¢ HachT e BEE

ZSAPDUEAN-02 Customer Returned Check Aging Report
Data from 01/29/2003
CoCode 1353 MWR MID-ATLANTIC REG
0Ols key dt 01/29/2003 Wednesday %
Account type Customers
Special GIL ind DR Ret Chk
CoCo... |Customer | Customer E AmtDue 0-30(e  AmtDue 31-60jz  AmtDue 61-90|=  AmtDue 91-120{= Amt Due 121-150|= AmtDue 151-180s A
1353  |3003509 |AZIZ JOKIMA S 0.00 0.00 0.0 000 35.00 .00 E
1352  |3003510 LEWIS CLAYTOM T 0.00 0.00 0.oo 0.oo 20.00 n0.0o Iz‘
1353 |3003511 |MCINTYE LISA M 0.00 0.00 0.00 0.o0 14000 0.00 [
1353 |3003512 |FOSTER SOMIAL 0.00 0.00 0.00 0.o0 Ta.00 0.00
1353 |3003513 LACY JOSEPHL 0.00 0.00 0.00 0.00 3775 o.0o
1353 |3003514 BARMER DAMEN 0.00 0.00 0.0 000 52.00 .00
1352 |3003525 |WHITE TERRAMNCE 0.00 0.00 0.oo 0.oo Te.no n0.0o
1353 |3003526 |KALMAMN SCOTTA 0.00 0.00 0.00 0.o0 158.00 0.00
1353 |3003527 FPRICEDEREKR 0.00 0.00 0.00 0.o0 27.00 0.00
1353 |3003528 BURGE.JAMES 0.00 0.00 0.00 0.00 20.00 o.0o
1353  |3003670  OWERS DAYVID J 0.00 0.00 0.0 11.00 .00 .00
1353 |6000200 |CHECKCARE USAINC. 0.00 2,792.80 13,275.23 5,519.68 0.00 0.00
1353 |6000245 |BRITT SHAROMN R 0.00 0.00 0.00 0.o0 0.00 0.00
1353 |6000950 |RUSSELL MICOLIAN 0.00 0.00 0.00 0.o0 0.00 139.00
1353 |60O00951 |HARRISOM FHILIP D 0.00 0.00 0.0 000 .00 25.00
1352 |BO01071 ‘WITCOSKIE MARLEMNE 0.00 0.00 0.oo 0.oo 81.00 n0.0o
1353 |6O01108 |WYNME CRYSTAL 0.00 0.00 0.00 0.o0 451.00 0.00
1353 |6002346 |\WASHINGTOMN DENZEL 0.00 0.00 0.00 0.o0 0.00 0.00 ]
. 0.00 = 2,790.80 « 13,526.40 « 5560.68 « 758277 = 147085 « E
-]
D [ |[«I[*]

Review this report carefully.

This report does NOT have drill down capability. Instead, create another session and using
Customer Line Item Display, and review each overdue item. (Note: Credit memos, credits
on customer accounts and payments are reflected with a “negative” number- a credit entry)

It will become increasingly important for field activities to monitor their Accounts
Receivable balances and Aging very carefully.

Please remember to run this process FREQUENTELY- at least once a month. Ensure

items are written off promptly (in accordance to policy) with the Commanding Officer’s
approval.
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z CUSTOMER BALANCES
To review all customer open items (balances) use the following menu path:

Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > PERIODIC PROCESSING > INFORMATION SYSTEM >
REPORT SELECTION

Modes Edit Goto  Utilities  Settings  System Help

& B dH e SRE 0O HEHE @D

Appiication Tree Report Selection Customers
e Setfocus ||

ACCOUMTS RECEIWAELE REPORTS
&= AIMS Accts Receivable Reports
E Master Data

E Other Analysis
= Account Balances & Line Items

—&E Customer Open Items Report (with customer address details)
Customer Line Items Report

Customer Cleared Items Report

0 Customer ABccount Balances

—0@ SAP ALccounts Receiwvahle Report

Within the Report tree, click on the file icon beside each selection.
Then select this pathway within the report tree:

MWR ACCOUNTS RECEIVABLE REPORTS > ACCOUNT BALANCES &
LINE ITEMS > CUSTOMER ACCOUNT BALANCE
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Frogram Edit Goto System Help
& 20 e SHE ODO8 BRI
Selection: Customer Account Balances

@ a(

Custormer selection

Customer account o

Company code 1’]46 to

Repaorting period

Fiscal vear to

Enter the following data:

Customer: Leave the “customer” field blank as you will
want to have the system check ALL
customers for items needing to be written off.

Company Code | Enter appropriate company code

Fiscal Year Leave Blank

&

Now click on the “execute” button
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List Edit Goto
(7 20 H @@ ERE L0 BE e@m
Object List:ZSAPFD10-01 -Customer Account Balances
a9 ¥ 8% &l achys| |

Settings em  Help

ZSAPFD1001  Customer Account Balances
Data from 01/30/2003
CoCode 1146 MWR NSA MIDSOUTH [
Currency 50 US Dallar
Account type Customers
CoCode |Custarner | Custorner 5 = Total Debit|= Total Credit|= Total Balance|= Total Accurm bal.
1146 NAVY PERSCNNEL COMMA 0.00 118.75 118.75- 118.75- []
1146 NAVY PERSCNNEL COMMA D 0.00 0.00 0.00 0.0 [-]
1146 NAVY PERSCNNEL COMMA [U 0.0o 0.00 0.0o 0.0o |
1000179 &, . 000 - 11875 - 118.75- - 118.75-
1146 [FESCURCE MANAGEMENT [ | 35648887 [ 347.,780.26 | 8,708.61 | 8,708.61
1000515 & - 366,488.87 -  347,780.26 - 870861 - 8,708.61
1146 COMMAND NAVY RECRUIT 3200 0.00 3200 32.00
1146 COMMAND NAVY RECRUIT U 0.00 0.00 0.00 0.00
1000522 & - 32.00 - 0.00 - 3200 - 32.00
1146 [JOINT TASK FORCE SB[ | 2301250 | 0.00 | 2301280 | 23,012 50
1000523 & . 2301250 = 0.00 - 2301250 - 23,012.50
1146 [NAWVY EXCHANGE SERVIC [ | 2,842.00 | 5,110.00 | 2,168.00-] 2,168.00-
1000524 &, - 294200 - 5,110.00 - 2,168.00- - 2,168.00-
1146 [N INN T 2,25000 | 0.00 | 2,25000 | 2,250.00
1000525 & - 2,25000 - 0.00 - 2,250.00 - 2,250.00
1146 NAVY MANPOWER ANALYS 0.00 44.53 44 53- 44.53-
1146 NAVY MANPOWER ANALYS D 0.00 0.00 0.00 0.0
1146 NAVY MANFOWER ANALYS U 0.0o 0.00 0.0o 000
1000526 & . 000 - 44.53 - 44.53- = 44.53-
1146 [NAWVY MARINE CORPS RE [ | 55.00 | 0.00 | 55.00 | 55.00 [
1000527 2 E 5500 - 000 - §5.00 - 55.00 B

In order to properly view this report, you must select the Display Variant “AIMS 01-
AIMS Customer Receivable Balances”

This will display all open item balances for each customer on record.
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z Manual Clearing of Open Items

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > ACCOUNT > CLEAR

Transaction Code: F-32

g|  slaBie@e CHEBD0N0 PN @

Clear Customer: Header Data

Process open items

G 01/27/2003] 4 |

-8894

Open item selection
Special GiL ind

Mormal Ol

Additional selections
® MNone
O Assignment

) Site

O Amount
 Document number
) Posting date

O Reference

) Document type

) Business area

) Posting key

) Document date

) MNet due date

Enter customer number and company code.
Enter Special G/L indicator if applicable.

IMPORTANT: Enter R in the Special G/L indicator if you are clearing a returned
check.
Enter D in the Special G/L indicator if you are clearing a Customer
Deposit.
Enter U in the Special G/L indicator if you are clearing Unearned
Income
Enter V in the Special G/L indicator if you are clearing Fleet
Vouchers

Process open items

Click on
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Next Screen:

Clear Customer: Process Open Items

Document  Edit

Gota

Clear Customer: Process open items
2 [ Distribute diff. | Charge off diff. | & Editing options

Standard L Partial prmt L Res.items L Wyithhldg tax |

Account items 3002936 GINISH MICHAEL 4
Reference Document ... |D.|Document .. |P..Da... USD Gross Cash discnt Cash...
145805 QA00000053 1 D4/ 30/ 200201 272 42,00 []
100 QA0RAANOET X104/ 13/ 200200 289 4200 ﬁ

4]
[~]
][ [ L[]
E’ |['ﬁ'] Amount‘ |Ef| Gross<>... ||Eﬁ Currency ‘ | 1 ltems | i tems | | 1 Disc. || i Disc |
Editing status
MHMumber of itermns 2 Amount entered 0.00
Display from item 1 Assigned 0.00
Reason code Difference postings
Display in clearing currency k Mat assigned .00
|@ 2 iterns were selected J

Select (by double-clicking) the items you want to clear. Selected items will appear in blue or
red.

Selected items must equal 0.00 (at bottom right corner of screen)in the field called “Not
Assigned.”

If clearing is possible, save

Items will now be cleared or closed.

Stop: This concludes the Manual Clearing of Open Items _‘
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z Clearing of Open Items when Payment Differs from Open Item Amount
Menu Path: ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > ACCOUNT > CLEAR

Transaction Code: F-32

The Opening screen: Clear Customer: Header Data

v |‘ 0 @@ SHE OStOan BRI @
Clear Customer: Header Data

Process open items

_3004413 _O'IIQTIQOOS I.

Open item selection
Special GiL ind R Normal Ol

Additional selections
MNone

) Assignment

O Site

O Amnount

) Document number

) Posting date

O Reference

) Document type

) Business area

) Posting key k
) Document date

O Met due date

Use the following table for guidance in filling out this initial screen:

The Field Name The Proper Entry
Account Customer Number
Clearing Date Enter today’s date
Company code The four digit Company code
Special G/L ind. Enter “Special GL indicator if needed”
(Example is a Returned Check partial
payment clearing)
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Frocezs open items

Click on the Process open items push button.

Once you have the expected open items on the screen, you can proceed to clear them. Make
sure the open items are highlighted (either red or blue). They may appear this way when you
first see the screen, or you may have to select them manually by double-clicking on each
item individually. You will notice that there is an “out of balance” condition when we open
the first screen and to properly clear this transaction, we must adjust the way the system will
clear the selected open items. We also call this a partial clearing.

Document Edit Goto  Settings  Environment  Systern H

(] 20 @@ SHE DNl BRI @M

Clear Customer: Create residual items
A [# Distribute diff. | Charge off diff. | &# Editing options

Standard L Partial pmt' Res.items L W|thh|dgta><|

Account items 3004413 STARNLEY TERRY 4
Reference Document ... |D.|Document ... [FP.|Da... | Met amount Payment amount  |R.. @
MO 12203 |1300000462(3001/22/ 20031912 B0 00- 50 00- [=]
#EED 200000001004 R1/M1E/ 20030012 100,00 = pnely] ﬁ

[-]
=]
B [ KD

\E\ |['ﬁ'] Amount‘ | Gr058<>...||ﬁ Currency‘ | 1 ltems ||\‘u” terns | | 1 Disc. ||\E|” Disc |

Editing status

Mumber of items 2 Amount entered .00
Display fram item 1 Assigned 50.00
Reason code Difference postings

Currency UsD

Dizplay in clearing currency [}\ Mot assigned 50.00-

To do this follow the steps outlined below:

1. Click on the Residual Items tab, labeled Res. Items.
Notice that the two line items are not equal. In our example, the 09 entry is $100.00 and
the 19 entry (partial payment) is $50.00.

3. Click on the column labeled Payment Amount for each item.. The 09 line payment
amount must be changed to 50.00 the amount of the payment. Note that the “sign” when
changing the Payment Amount.
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a
4. At this point we may click the “Document Overview” push-button “% to check the

equality of the transactions. This will show a blank window with no details on it.

Choose the menu path Document > Simulate and the system calculate and create the
necessary residual item amount. In the example, a residual item for $50.00 was created.

Notice the screen below. You will need to correct the marked items (your new residual
item). Double-click on the entry that you need to change.

Docurment Edit Goto  Extr: Settings  Environment  Systern  Help
(] alla @ @G SilE anan BE @m e
Clear Customer: Display Overview
& Display currency | Taxes  Reset
Document date O1/27/2003 Type DF Company code 1148
Posting date 01/27/2003 Period 4
Document number  INTERMAL Fiscal year 2003
Reference Cross-CC no.
Doc.header text
lterns in document currency
Itm PK CoCd Account Description CostCr Order Amount
001 O9R 3004413 STAMLEY TERRY 50 00O
0E2 19K 3004413 STAMLEY TERRY 50.00-
D 5000 C 50.00 o.oo  * 2 Line itermns
Other line iterm
Psthy | @count Sp.Gik Trans type MNews co.code %
4

IMPORTANT (when clearing Returned Checks): It is necessary to make these changes to
ensure that all reports and the aging processes are correct.

Returned checks: Re-enter the Reference field with the check number, Doc Header Text
with Bank name and Text field with Reason the bank returned the check. IMPORTANT:
Change the DUE ON DATE to the original date of returned check so that aging is correct.

Regular Invoices: Re-enter reference and text fields as were entered on original invoice.
Change Bline Date to the date of original invoice and change payment terms to NET DUE
IMMEDIATELY so the aging will be correct.
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Q
Now click on the “Document Overview” push-button “% to return to the Document

Overview screen.

As you can see from the Display Overview screen the Debits now equal the Credits and the

document can be saved by clicking on the “Save” icon. Of course, the 10-digit

document number should be recorded.

Stop: This concludes Manual Clearing when Payment Amount Differs from the Open
Item amounts.
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z Resetting Cleared Items

This transaction is used when it is determined that an error has been made after a customer
account has been cleared. If it is determined that you have cleared items incorrectly or
matched items incorrectly, you may need to “reset” the clearing process you just
completed above. In effect, this transaction “breaks” the clearing and results in all the items
for being reset as “open”. At that time, the correction can be made and items manually
cleared again if necessary.

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > DOCUMENT > RESET CLEARED ITEMS

Transaction Code: FBRA

Only cleared posted documents can be reset and cleared.

Initial Screen:

g  alaB eee SHE ODO0 PR QB
Reset Cleared Items

| Accounts || ftems H Accompanying corrsp. |

Details for Clearing Document

Clearing document 2400000003
Company code 2094

Fiscal year 2003
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Enter the following data:

Clearing Document: Enter Document number to be cleared
Company Code: Enter Company code
Fiscal Year: Enter Fiscal Year

To review the items to be reset, click on “Items”

If you are sure you want to reset the cleared items, click on the green back arrow button

To review the accounts affected (customer accounts), click on “Accounts”

&

Press the Enter key or click the green checkmark icon to continue.

Click on the SAVE Button

to reset clearing

The Document’ s clearing reset has been reset.
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z Dunning Procedure 2000

Dunning is actually the process by which you “bill” or “invoice” a customer for past due
items. This process results in the production of a DD139 for garnishment of wages. At
MWR, VQ, NFC, and CIVNAFI, dunning will mainly be used to attempt debt retrieval
on bad checks (or bad debts - overdue receivables) for the active duty military, retirees
and reservists. For all other groups of customers, an ad hoc statement of the account
(account statement) will be produced as required.

The procedure followed by MWR, VQ, NFC, and CIVMWR for retrieval of bad checks is as
follows:

e Step 1: Phone call to customer on receipt of bad check — at this stage,
perform the journal posting outlined in section on Returned Checks

e Step 2: Letter to customer (+10 days)

e Step 3: Letter to CO (+7 days)

e Step 4: Legal letter to customer (— DD139) (+13 days)

e Step 5: Issue DD139 (+10 days)

e Step 6: Follow-up on DD139 (dispersing officer)  (+45 days)

e Step7: Write-off (after 6 months)

REMINDER:

CHANGE THE CUSTOMER MASTER RECORDS TO INCLUDE C.O. ADDRESS,
PAYMASTER ADDRESS, DISBURSING OFFICER NAME, ETC. BEFORE
PRINTING OUT DUNNING LETTERS FOR LEVELS 2,4, and 5. SEE THE
PROCEDURE ON PAGE I11-141

Steps 2-6 above will be handled by dunning levels in SAP.

The levels of dunning for active duty military, retirees and reservists are as follows:

e Level I: Letter to customer (+10 days after
receipt of bad check)

o Level 2: Letter to CO (+7 days)

e Level 3: Legal letter to customer (— DD139) (+13 days)

e Level 4: Issue DD139 (+10 days)

e Level 5: Follow-up on DD139 (dispersing officer)  (+45 days)

This process is an external process.

Reminder - In dunning letters a reference to the service charge is included in the text of
letter. Amount posted to Accounting system is only the face value of the returned check.
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4
/ NOTE: Before starting, the military customer must have the Dunning procedure
2000 filled in on the customer master record, as indicated below. Also, note that if the
Grouping key is entered as 01, then when dunning occurs, each open item that qualifies for
dunning will be processed on a separate dunning notice. If the Grouping key is left blank, all
open items that qualify for dunning will appear as separate line items on one dunning notice.

DUNNING PROCESS

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > PERIODIC PROCESSING > DUNNING

Transaction Code: F150

Initial Screen:

Dunning notices  Edit Goto  Extras  Environment  Systerm Help
& 2 dH @@ 2 EE D0 O0 EHE &
Dunning

& O Indiv.dunnnotice 2 Dunn history

Fun on &
|dentification &

Status
Mo parameters maintained
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Run Date is today’s date (must be manually entered in this field). Identification will
be similar to the abbreviations used on the check run plus 001 or 01, (depending on the
length of the abbreviation since the field is 6 characters in length). If it is the first run of the
day, 002 if it is the second run of the day, etc. The abbreviations are as follows:

Region Identification
Jacksonville MWR JAXMO1
Jacksonville NFC JAXFO1
Seattle (CNRNW) MWR SEA001
Seattle NFC SEAFO1

Mid Atlantic Region MWR | MIDMO1
CNRSW MWR Metro SDGMO1
CNRSW MWR OTH SDGOO01

CNRSW MTP (Tickets) SDGTO1
CNRSW Balboa Hospital | SDGHO1

CNRSW CDC SDGCO01
Great Lakes MWR GLKO001
Navy Region Northeast NNEO0O1
NSA Mid-South MDSO001
Pensacola MWR PENO001

/ NOTE: Whenever you schedule more than one dunning run a day, the
"Identification" number must change. You may run several dunning runs on the same date
but the "Identification" name must be different as well as certain parameters such as the
“Dunning Date” and “Documents Posted up to” date.

Click on the “Parameters” tab.

/ NOTE: Maintaining Parameters. Parameters are limiting criteria that include the date
of issue, dunning period, company codes and customer account numbers.
Click on the ‘Parameter’ tab.
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The following screen appears:

Cunning notices  Edit Goto  Extraz  Environment  System Help

& B dE e CHE DDLH BE @M

Dunning: Parameters
[ O Indiv.dunn.notice 2 Dunn histary

Run an 0142772003
[dentification MOS0

Status ' Parameter | Free selection | Additional Log |

Dunning date 01727703
Docmnts posted up to 01727703

Company code
Company code 1146 to \E'

Account restrictions
Customer 1 to 0999999999 ==

Sendar to \EI

Enter the following data:

Dunning Date: Today’s date

Documents posted up to: This date defines the period covered in the dunning run.
Company Codes: XXXX

Customers from: 1

Customers to: 99999999999

/

£ NOTE: The above example will run the dunning program for all customers in that
company code. To run a dunning on a single customer, just enter the customer's account
number in the "Customers from" field. To run a dunning on a select series of customers,
enter the appropriate range of customer numbers.

Click on “Free Selection” tab. Enter the following information in order to dun Returned
Checks customers only.

In the field name, click on the drop down menu
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Dunning notices  Edit Goto  Extrazs  Environment  System Help

oA
A

& 2@ e SHE 8008 RE @M

Dunning: Free Selections

@ O Indiv.dunnnotice & Dunnhistory

Fun on D127 72003
[dentification MOS0

Statusk Parameter ' Free selection k Additional LIIIQ|

Field name

T

Walues Walues

C
O
O

o mnof =]

The next screen appears. Select the Special G/L Ind BSID-UMSKZ from the list.

Field name

Field name Fld name

Boecial G/L dind. BSID-UMEKZ
More fields .

¥ F #HH x

Click the green checkmark icon to continue. v
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On the next screen, type in “ R” in the Values section

Dunning notices  Edit Goto  Extras  Environment  System Help

R

& B a0 @@ 2 HE D808 EE @,
Dunning: Free Selections

[@ O Indiv.dunnnotice A2 Dunnhistory

Fun on 0142772003
I[dentification MOSE0 9

Status | Parameter = Free selection | Additional Log |

Field name
BSZID-LUMSKZ

Walues Walues
F

I 0] B

) o o o o

Click on ‘Additional Log’ tab. Enter the range as follows:

Cunning notices  Edit Goto  Extras Environment  System Help

& aldH I @@@ CEE BTa8 FHE @
Dunning: Additional Log

@ O Indiv.dunnonotice || 2 Dunn histaory

Run on Q142772003
ldentification MOS0

Status k Parameter k Free selection ' Additional Log |

Additional log
Custarmer 1 o 9999999999|(%) =

“endar to
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[ ]
Click on the SAVE Button

Click on ‘Status’ tab.

The screen will now appear as follows:

Dunning notices  Edit Goto Extras Environment  System Help

<]

JH @@ BEHE D040 EE @b

Dunning
B © Schedule [ Indiv.dunnnotice & Dunn history

L3

Run on 17272003 (4]
Identification MONSEI0 T

Status | Parameter | Free selection | Additional Log |

Status
[k Parameters were maintained

] (¥} Schedule
Clickon_— button.

Verify the correct date and time
Click in “Start immediately” checkbox field

Enter printer name (Output Device). Click on the ‘Start Immediately’ field when you select
the printer.
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Schedule Selection and Print
Job parameters

Start date O1/27 /2003
Start time 000000
Start immediately
Targ.computer

Frintout

Clunn print with scheduling ¢ L]

OutputDevice LOCAL
@ Schedule| X Cancel

@Schedule )

Pressthe . icon.

The following screen appears:

Dunning notices  Edit Gaoto  Extras  Environment  System Help
& Bl d H I @@ SR S0Da EHE @ M
Dunning

& O Indiv.dunnnotice 2 Dunn history

Fun on /2772003
[dentification MOSE0

Status | Parameter | Free selection | Additional Log |

Status
[k Parameters were maintained

B Dun selection scheduled for 01/27/03 at 11:05:22

8 Dun.selection Running
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Select Edit > Refresh or press Enter until Dunning Selection is scheduled.

The following screen then appears showing that the Dunning selection process is complete:

g alaH @@ SHE DO PR @B
Dunning
|§ Change || B Dunning printout | 3 Sarnple printout | O Indiv.dunn.notice || 2 Dunn histary | € Log | € Dunning list | @ Delete |

1/27/2003[a)
MD3001

Status |

Free selection |

Parameter | Additional Log

Status

[ Parameters were maintained

& Dun.selection scheduled for 01/27/03 at 11:05:22
B Dun.selection is complete

BEFORE YOU SCHEDULE PRINTING, CHANGE THE CUSTOMER MASTER
RECORD TO ENTER NECESSARY FIELDS IN DUNNING DOCUMENTS.

152 Accounts Receivable




Financial and Controlling

CHANGING CUSTOMER MASTER RECORDS FOR DUNNING

Before dunning printing can take place, you first have to change the customer master
record in order to add the Commanding Officer’s address, Paymaster address,
Accountable Duty Officer’s name, and the Certifying Officer’s name into the Dunning
letters.

You have to enter the appropriate names and addresses for your base in order for them to
appear on the dunning letters and the DD139.

The changes to the Customer Master Records can be done from the Dunning run after the run
has been scheduled.

From the following screen the first step is to click on the Change Icon: 2 ppange

Dunning notices  Edit Goto  Extras  Epvironment  Systermn Help
@ s H @@ ICRE SO a0IEE @
Dunning

& |# Change | & Dunning printout 3 Sample printout | (3 Indiv.dunnnotice | 2 Dunn history | & Log & Dunning list | T Delete
o

Run an [1/27 /2003 =)
Identification MD5001

Status | Parameter | Free selection | Additional Lag |

Status

[k Parameters were maintained

D Dun.selection scheduled for 01/27/03 at 11:05:22
(B Dun .selection is complete

This will bring up the following screen:
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Frogram Edit Goto  Systern Help
& Bld B @@ SHE fDa0 BE @
FI Dunning
@
Run date 01/27/2003
|dentification HDZ001

General selections

Account type (DFK) to H
Company code 1148 to | ﬂ
Custarmer number ta
Yendor number ta H
Accounting clerk ta
Ounning level to ﬂ
Dunning area ta H

[] Check account long text
[ Check document long test

The only field that you need to enter here is the company code that is being dunned.

Then you can click the execute icon. (g

A list of the customers to be dunned in this Dunning Run should appear as shown on the
screen below.
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List Edit Goto

&
Fi Dunning
I4 4 P P # Change dunning notice | ¢ Change master data @@ Change texts & & & F & B [
MWR N3A MIDSOUTH Change dunning notices Time 11:10:18 Date 01/27/2003
MILLINGTON Dunning run 01/27/2003/MDS001  RFMAHM21/HGO_RANDERSOM Page 1
AccTy Account CoCd Clerk Area Ounn . Tlewv. Dunning block T
Doc .no. Year Itm Met due date Arrers 01d dunLe Dunn.lev. Block C T Amount in FC Curr.
D 3004369 1146 1
9900000552 2003 1 1041172002 108 1 X 86 .00 USD
* Tot
86 00 USD
D 3004369 1146 1
9900000555 2003 1 1043172002 38 1 X 104 00  USD
* Tot
104,00 USD
D 3004389 1146 1
9900000558 2003 1 1043172002 38 1 X 104 00  USD
* Tot
104 .00  USD
D 3004369 1146 1
9900000559 2003 1 1043172002 38 1 X 21.00 USD
* Tot
21.00 USD
D 3004374 1146 1

To change the master record of these customers, click one time on the peach line containing
the customer number of the customer whose master record you wish to change. Then click
on the change master data icon:

ﬁ}:hange master data

This will take you directly into the Master record of this customer and you can then change
the texts to add the different names and addresses necessary as well as making sure that the
proper information has been entered for the dunning of this particular customer.

On the Correspondence tab, ensure that “Dunning process 2000 has been entered as well as
“Grouping Key 01”.

*#%* Another option is to open another session and go to T-Code XD02 — Change Customer
Master Record. The same changes to the texts can be made from the master records. It is
important to do this before scheduling the print job so that all the proper dunning information
will default into the letters correctly.
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Custormer Edit Goto Extras Environment Systern Help
@ IR EEEE R
Change Customer: Company code data
& General data || Company code data || Sales area data || &
Customer 3004369 CHERRY FHILLIF WILLIMNGTOMN
Campany code 1146 MWRE NSA MIDSCUTH
Account management k Payment transactions ' Correspondence |
Dunning data
Dunn procedure 2000 Dunning block
Cunn.recipient Leg.dunn.proc.
Last dunned Dunning level
Dunning clerk Grouping key ok Dunning areas..
Correspondence
Acct statement 2
Act.clk tel no.
Clerk's fax
Clrk's internet
Account memo

Then click on “Extras” and select “Texts”.

Customer Edit Goto Extraz  Environment em Help

i i Administrative data Shift+FB [ 459 &9 2 &
Change Ct %'DCR.'HQ data Jata
eletion flags
& General data | Ci  Confirmation of change =
Classification
Customer 2004 MILLINGTOMN
Texts
Company code 114& Dgcumen%
Additional data
Account management|  Custormer partner functions dence |
Account group info v
Dunning data Sales areas v
Dunn procedure 2000 Cunning block
Dunn recipient Leg.dunn proc.
Last dunned Dunning lewvel

The following screen will appear: “Accounting texts” Screen
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sl eEa ERE aDhLDIEE @
Change Customer: Accounting texts

|D Create text || Change text ||E Delete text |

_3004369

Default language EM English

. |L..|Descriptian 1st line
2| Accounting texts

ACcount staterment text

Comm. officer addr (dun lev 2)
FPaymaster address "To" (DD139)
Wecountable 0.0, name (DD139)
Certifying officer (DD139)

O|OjOojojoiE=
0] s i £ 3 =1

The last four lines (Comm. Officer addr, Paymaster address, Accountable D.O. name and
Certifying officer) relate to the dunning process. Double click on Comm. Officer addr

(dunning lev 2)

The screen on the following page appears.
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g| 0 200 @ DHB NNoD AR @m
Change Comm. officer addr (dun lev 2): Language EN
S e Une Fomar Page @)%

COMMAMDING OFFICER NAME
ADDRESS LIME 1

ADDRESS LINE 2

CITY, STATE, ZIF CODE

The letter to the Commanding Officer is an official piece of Navy Correspondence. It is
important to MOVE OVER 5 SPACES (using the space bar) and then enter the appropriate
Commanding Officer’s name and address. If you use a two-line address then it is important

to move 5 spaces again on the second line. Then click SAVE =)

&

Click on the back green arrow _—"_. You will return to the “Accounting texts” screen.

Double-click on the Paymaster address field and the following screen will appear.
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g/  2dH @@ SHE HDOD PR @B
Change Paymaster address "To" (DD139): Language EN
@| Insert || Format || FPage |

PAYMASTER NAME
ADDRESS LINE 1
ADDRESS LINE 2
CITY, STATE, ZIP CODE|

Enter the appropriate Paymaster name and address (the address of the Disbursing Officer or

PSD where the garnishment is to be submitted.) Click on the Save B icon. Click the back

green arrow button. You will return to the “Accounting text” screen.

Then double click on the Accountable D.O name and the following screen appears.
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g/  2dH @@ SHE HDOD PR @B
Change Accountable D.O. name (DD139): Language EN
@| Insert || Format || Page | o

ACCOUNTABLE DUTY OFFICER NAME|

Enter the appropriate Accountable Duty officer name (Disbursing Officer’s name) and click

on SAVE B, Then click the back green arrow button. You will return to the “Accounting
texts” screen.

On the Accounting Texts screen, double-click on the Certifying Officer field and the
following screen appears.
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g 290 @@ CHE DNH PE @
Change Certifying officer (DD139): Language EN
E‘|Inser‘t||F0rmat||F’age|

CERTIFYING OFFICER NAME|

Enter the appropriate Certifying officer name (Ex: MWR Director or BQ Director- the

individual that must sign the DD139 Form) and click on SAVE B and then click the green
arrow button.

Once you are back to the “Accounting Texts” Screen, You MUST save the changes made

to the customer master record. Click on SAVE E ang you will receive a message that
Changes have been made.

To get back to the “Dunning Run” click the green arrow back icon until you are back to the
dunning screen.
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The next step is to schedule the dunning notice printout run.

. .Q. Dlunning prinkaut
Click on the button that reads

The following screen appears

Schedule Print

Job parameters

Start date b1/27/2003 (9
Start time 000000
Start immediately

Targ.computer

Frintout
OutputDevice Local Printer

L3 Print ¥ Cancel

Enter start date, flag the\‘Start immediately” checkbox and enter the printer
name(OutputDevice).

Then click on the Print icon.
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A screen appears stating that the Dunning printout has been scheduled.

| 0 B IeaeICHE fnaD AR @
Dunning
‘Q Sarnple printout | 1 Indiv.dunn notice 2 Dunn histary & Log & Dunning list |

_[3’1 F2772003

-MDSEID“I

Status | Parameter | Free selection . Additional Log

Status

[k Parameters were maintained

(B Dun.selection scheduled for 01/27/03 at 11:05:22
B Dun.selection is complete

03 Dun.printout scheduled for 01/27/03  at 11:23:46
03 Dun.printout is scheduled
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Select Edit > Refresh or press Enter until the Status Area message reads “Dun. Printout is
complete”

Dunning notices  Edit Goto Extras  Environment  Swystem Help
& ald H I SeEa@ I CHE a0 oa HEE @
Dunning

& 8 Sample printout | [ Indiv.dunn.notice .2 Dunn.history & Log & Dunning list

Run gn b1/27/2003 4]
Identfication MDE00T

tatus | Parameter | Free selection | Additional Log |

Sﬂatus
Farameters were maintained

Dun.selection scheduled for 01/27/03 at 11:05:22
Dun.selection iz complete
03 Dun printout scheduled for 01/27/03  at 11:23:46
0 Dun.printout is complete

The bottom line above on the screen will then state that Dun. Printout is complete
In order to kick off the print process, you must click on “SYSTEM?”, then “OWN SPOOL
REQUEST?”, the screen on the following page appears.

Select your job and click on “PRINT DIRECTLY”. This will print out the
Dunning Letters.
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Spool reguest  Edit Goto  Utllities  Settings stermn Help
& I H e BCHE aDhon HE @
Qutput Controller: List of Spool Reguests
H0oOafdég @« e tddrnaafFaETS
Spool no. |User name Date Time |Status |Pages|Title Output device
O 21481 | HQ_RANDERSON [01/27/2003| 11: 23| Waiting 1 |DUNNL1 LOC MDS001030127(Local Printer

1 Spool request displyed

1 Spool req. being proc.

DUNNING EXTRAS

Click the Green Arrow back to the previous screen.

L
Select Extras > dunning run log or click the button Sl labeled “Log”.

The following is a small extract from the log, showing that customer number XXXXX has
been dunned:

Account D XXXXX dunning notice/dun.area. Dunning area Default is being processed.
Account D XXXXX dunning notice/dun.level. Dunning level 1 is being processed.
Account D XXXXX uses dunning procedure XXXX

Account D XXXXX / dunning procedure XX XX has no interest calculation indicator
Dunning level D XXXXX is used for account 1

Document XXXX000001/XXXX/001: Dunning level 1, days in arrears 164, status <.Dpi>
Account D XXXXX dunning data has been generated.

The customers who have been dunned may be viewed as follows:

Drunirirg l
Menu path: GOTO > DUNNING LIST or click the button s P . The following

Screen appears:

Dunning List Yariant

Pragram RFMAHNZ1
Yariant name

v R

Accounts Receivable 165




Financial and Controlling

Press Enter or click on the green check to get a display of customers who have been
dunned in that run.

Use this list to see the customer and their dunning level in order to determine those
customers that require CO address information, etc. entered into their master records.

If you were to display the customer master record at this point (Menu path: ACCOUNTS

RECEIVABLE > MASTER RECORD > DISPLAY), it will show the date of dunning and
the highest level to which the customer has been dunned.
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z Dunning Procedure 3000 VQ

Dunning is actually the process by which you “remind” a customer that they have past due
items. This process will ensure all steps are taken so the office can produce a DD139 for
garnishment of wages for military customers. It will also help in the retrieval of bad debts
from civilian customers. At VQ, dunning will be used to attempt debt retrieval on returned
checks and other bad debts for the active duty military, retirees and reservists as well as
civilians and civilian organizations. For all other groups of customers, an ad hoc statement
of the account (account statement) will be produced as required.

The procedure followed by VQ for retrieval of bad checks is as follows:

e Step 1: Phone call to customer on receipt of bad check — at this stage,
perform the journal posting outlined in section on Returned Checks

e Step 2: Letter to customer (+10 days)

e Step 3: 2nd Letter to customer (+7 days)

e Step 4: Letter to the Commanding Officer (+13 days)

e StepS5: Issue DD139 (not produced from SAP) (+10 days)

e Step 6: Follow-up on DD139 (dispersing officer)  (+45 days)

o Step7: Write-off (after 6 months)

CHANGE THE CUSTOMER MASTER RECORDS TO INCLUDE C.O. ADDRESS,
SEE THE PROCEDURE ON PAGE 161

Steps 2-4 above will be handled by dunning levels in SAP.

The levels of dunning for active duty military, retirees and reservists are as follows:

o Level 1: Letter to customer (+10 days after
receipt of bad debt)

e Level 2: 2" Letter to the customer (+7 days)

e Level 3: Letter to CO (+13 days)

The processing of DD139s will need to be taken care of outside of SAP.

The levels of dunning for civilians are as follows:

e Level I: Letter to customer (+10 days after
receipt of bad debt)
o Level 2: 2" Letter to customer (+7 days)
e Level 3: This letter will print out for civilians but as they have no CO there will

be no one to send it to.
Any further letters sent will not be generated out of SAP. It will be a local business office
decision whether or not to continue to send letters to civilian customers who have bad debts
with the VQ.
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/ NOTE: Before starting, the customer must have the Dunning procedure 3000 filled
in on the customer master record, as indicated below. The Grouping key should be left blank.

DUNNING PROCESS

Menu Path:  ACCOUNTING > FINANCIAL ACCOUNTING > ACCOUNTS
RECEIVABLE > PERIODIC PROCESSING > DUNNING

Transaction Code: F150

Initial Screen:

Dunning notices  Edit Goto Extraz  Environment System Help
V] B dHI€E@ BEE DD a EE @M
Dunning

& O Indiv.dunnnotice & Dunnhistory

Fun on [
|dentification [

Status
Mo parameters maintained

Run Date is today’s date (must be manually entered in this field). Identification will be
similar to the abbreviations used on the check run plus 001 or 01 if it is the first run of the
day, 002 if it is the second run of the day, etc. Some of the abbreviations are as follows:

Region Identification
Jacksonville VQ JAXVO01
Seattle VQ SEAVO01
Mid Atlantic Region VQ MIDVO1
CNRSW VQ SDGVO01
Great Lakes VQ GLKVO0I
Navy Region Northeast VQ | NNEVO01
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/ NOTE: Whenever you schedule more than one dunning run a day, the
"Identification" number must change. You may run several dunning runs on the same date
but the "Identification" name must be different as well as certain parameters such as the
“Dunning Date” and “Docmnts Posted up to” date.

Click on the “Parameters” tab.

/ NOTE: Maintaining Parameters. Parameters are limiting criteria that include the date
of issue, dunning period, company codes and customer account numbers.

Click on the ‘Parameter’ tab.

The following screen appears:

A EE @

Dunning: Parameters

|D Indiv.dunn natice HA% Dunn histnry|

_01/'24/‘2003

FParameter

Free selection

Additional Log

Dunning date
Docrnts posted up to

0172472003
01/24/2003

Company code
Cormnpany code

2094

Account restrictions
Custamer
Wendor

ta 994899499499

Enter the following data:

Dunning Date:
Documents posted up to:
Company Codes:
Customers from:
Customers to:

Accounts Receivable

Today’s date

This date defines the period covered in the dunning run.
XXXX

1

99999999999
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7

/ NOTE: The above example will run the dunning program for all customers in that
company code. To run a dunning on a single customer, just enter the customer's account
number in the "Customers from" field. To run a dunning on a select series of customers,
enter the appropriate range of customer numbers.

Skip the “Free Selection” tab.

Click on ‘Additional Log’ tab. Enter the range as follows:

Dunning notices  Edit Goto  Extras  Environment tem  He
& ajAHICEe 2 EEIE DA EE @
Dunning: Additional Log

B O Indiv.dunnnotice || 2 Dunn history

Fun an 0172472003
Identificatian MNHNEN I

Status L FParameter t Free zelection ' Additional Log

Additionallog -~
Customer 1 to 0990099900 [ =52

Yendar to

]
Click on the SAVE Button

Click on ‘Status’ tab.

The screen will now appear as follows:
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Dunning notices  Edit Goto Extras  Environment  Systerm Help

& ald B Sa@ O HE D008 EE @R

Dunning
B @ Schedule [ Indiv.dunnnotice 2 Dunn history

L

Fun on 017242003
[dentification MMEW DT

Status | Parameter | Free selection | Additional Log |

Status
[k Parameters were maintained

] (¥} Schedule
Clickon_—_ button.

Verify the correct date and time
Click in “Start immediately” checkbox field
Enter printer name (Output Device). Click on the ‘Start immediately’ field when you select

the printer.

Schedule Selection and Print

Job parameters

Start date 0172772003
Start time 000000
Start immediately

Targ.computer

Printout
Dunn print with scheduling ? |
OutputDevice LOCAL

{(B) Schedule
Pressthe .~ icon.

The following screen appears:
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JH e SHE oD I RAR @m
Dunning
‘D Indiv dunn.notice ||£ Dunn.histuw‘

_E]’l 2412003

-NNE"u"EJ’I

Farameter | Free selection | Additional Log

Status

[k Parameters were maintained

(8 Dun selection scheduled for 01/27/03  at 13:03:33
& Dwun.selection is scheduled

Select Edit > Refresh or press Enter until Dunning Selection is scheduled.

The following screen then appears showing that the Dunning selection process is complete:
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V] |< H @@ SHEIBDL0 BE @M

Dunning

‘4 Change HQ Dunning printaut ||Q Sample printout HD Indiv.dunn natice ||£ Dunn.histary H@e Log ||@9 Dunning list Hﬂ Delete |

_EJ’I /2472003
-NNE‘u‘m

“ e £

Status
& Parameters were maintained

B Dun.selection scheduled for 01/27/03 at 13:03:33
B Dun.selection is cormplete

BEFORE YOU SCHEDULE PRINTING, CHANGE THE CUSTOMER MASTER
RECORD TO ENTER NECESSARY FIELDS IN DUNNING DOCUMENTS.
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CHANGING CUSTOMER MASTER RECORDS FOR DUNNING

Before dunning printing can take place, you first have to change the customer master
record in order to add the Commanding Officer’s address, Paymaster address,
Accountable Duty Officer’s name, and the Certifying Officer’s name into the Dunning
letters.

You have to enter the appropriate names and addresses for your base in order for them to
appear on the dunning letters and the DD139.

The changes to the Customer Master Records can be done from the Dunning run after the run
has been scheduled.

From the following screen the first step is to click on the Change Icon: 2 ppange

Dunning notices  Edit Goto Extras  Environment  Systemn Help

[V alfdH @ 8 EE SN Oa | EE @D

Dunning

= W O Dunning printout |3 Sample printout | O Indiv.dunnnotice | 2 Dunnhistory | & Log (€ Dunning list | @ Delete
kg

Run on 0172472003
ldentification NNEW(G1

Status |, Parameter || Free selection | Additional Log |

Status

[k Parameters were maintained

® Dun.selection scheduled for 01/27/03  at 13:03:33
(B Dun.selection is complete

This will bring up the following screen:
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Program  Edit Goto  Systern Help
@ BldH 8@ BHE 048 AR @
Fi Dunning
@
Fun date 0172472003
|dentification HMEY D1

General selections

Account type (D) to
Campany code 3004 to Lo
Custormer number to ﬁ
Vendaor number ta
Accounting clerk to ﬂ
Dunning level to ﬁ
Dunning area to

[] Check account long text
[J Check document long text

The only field that you need to enter here is the company code that is being dunned.

Then you can click the execute icon. &

A list of the customers to be dunned in this Dunning Run should appear as shown on the
screen below.
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List Edit Goto

V]
Fi Dunning
14 4 P Pl & Change dunning notice ¢ Change master data | & Changetexts | & & F B 8 % &
W0 COMNAVREG, MNE Change dunning notices Time 13:11:52 Date 01/27/2003 %
MEWFORT Dunning run 01/24/2003/MMEVO1  RFMAHNZ1/HQ_RANDERSOM Fage 1 —
AccTy Account CoCd Clerk Area Dunn.lev. Dunning block T
Doc.no. Year Itm Net due date Arrers 01d dunLe Dunn.lev. Block C T Amount in FC Curr.
D 1000339 2094 1
QoDODODOEE 2002 1 OT22/2002 186 1 S 105,00 USD
* Tot
105,00 USD

D 1000340 2094 1
2300000008 2003 3 10/31/2002 gk i H 2,230.00 UsD
2300000007 2003 3 10/31/2002 gk 1 b 1,280,000 USD
* Tot

3,560.00 USD
D 1000341 2094 1
2400000021 2003 5 10/31/2002 85 1 # 1,250,000 USD
* Tot

1,250,080  USD
i} 1000342 2094 1
230000000 2003 2 103172002 86 1 H 16,800 60 USD
2300000000 2003 4 10/31/2002 86 1 H 511.560  USD
2300000003 2003 3 103172002 86 1 H g,570.00  USD
230000004 2003 2 10/31/2002 g0 1 " 1,248 00 USD
2300000008 2003 2 10/31/2002 g0 1 " 16,765.97  UsSD % [~

To change the master record of these customers, click one time on the peach line containing
the customer number of the customer whose master record you wish to change. Then click
on the change master data icon: %hange IV

This will take you directly into the Master record of this customer and you can then change
the texts to add the different names and addresses necessary as well as making sure that the
proper information has been entered for the dunning of this particular customer.

On the Correspondence tab, ensure that “Dunning process 3000 has been entered and the
“Grouping Key” field should be empty.

*#* Another option is to open another session and go to T-Code XD02 — Change Customer
Master Record. The same changes to the texts can be made from the master records. It is
important to do this before scheduling the print job so that all the proper dunning information
will default into the letters correctly.
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mer Edit Goto Ext

ed]

(V] 40 CaQ  CEB SnOaa BE @
Change Customer: Company code data

&= General data || Company code data || Sales area data | &
Custarmer 3002085 TINCORY LAUREL BOSTON
Company code 8094 VQ COMMAVREG, NE

Accnuntmanagementk Payment transactions ' Correspondence |

Dunning data
Dunn.grocedure 3000 Dunning block
Diunn.recipient | @ Leg.dunn.proc.
Last dunned Dunning level
Dunning clerk Grouping key
Correspondence
Acct statement 2
Actelktelno
Clerk's fax
Clrk's internet
Account memao

Then click on “Extras” and select “Texts”.

Customer Edit Goto Extras  Environment ten  Help

& i Administrative data Shift+Fa 1 A% &9 IR
Change Ct %'mk.'”g data Yata
eletion flags
& General data | ©  Confirmation of change H
Classification
Customer 3002 BOSTON
Texts
Company code 2094 Documents %
Additional data
ACCOUNE Management  Customer partner functions dence |
Account group info >
Dunning data Sales areas >
Dunn procedure 3000 Dunning black
Dunn recipient | @ Leg.dunn proc.

The following screen will appear: “Accounting texts” Screen
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Customer Edit Goto Extras Enwvironment Systemn Help
& Bl H @@ BEE BNoan BE @ b

Change Customer: Accounting texts
(1 Create text [ Changetext [ Delete text

Custamer 3002935 TINCRY LALUREL BOSTON
Company code 2094 VO COMNAVREEG, NE

Default language EM  English

5_|L..|Description 15t line

| (@) |Accounting texts

Account staternent text

Comm. officer addr (dun lev 2)
Paymaster address "To" (DD139)
“ecountable 0.0 name (DDO1349)
Certifying officer (D0139)

o o o ] 25

The Commanding officer address is the only line that relates to Dunning Process 3000.

Double click on Comm. Officer addr (dunning lev 2)

The screen on the following page appears.
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g| /0B @@ DHE 0o PE QE
Change Comm. officer addr (dun lev 2): Language EN
‘Insert||Fnrmat||F'age‘

Commanding Officer Mavy Fersonnel Command

The letter to the Commanding Officer is an official piece of Navy Correspondence. It is
important to MOVE OVER 5 SPACES (using the space bar) and then enter the appropriate
Commanding Officer’s name and address. If you use a two-line address then it is important

to move 5 spaces again on the second line. Then click SAVE =,

Click on the back green arrow E You will return to the “Accounting texts” screen.

Once you are back to the “Accounting Texts” Screen, You MUST save the changes made

to the customer master record. Click on SAVE Bl and you will receive a message that
Changes have been made.

To get back to the “Dunning Run” click the green arrow back icon until you are back to the
dunning screen.

The next step is to schedule the dunning notice printout run.

. Dunning printout
Click on the button that reads
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The following screen appears

Schedule Print

Job parameters

Start date b1/27/2003
Start time 0o ;o000
Start immediately

Targ.computer

Frintout
CutputDevice Local Printer

|Q Print | 38 Cancel

Y

Enter start date, flag the “Start immediately” checkbox and enter the printer name (Output
Device).

Then click on the Print icon.

A screen appears stating that the Dunning printout has been scheduled.
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Dunning notices  Edit Goto Extras  Environment  System Help
& | »Doz 2 dH a2 EE 0o EHE @
Dunning

B O Sample printout [ Indiv.dunnonaotice 2 Dunnhistory  $e Log ¢ Dunning list

Run on D1/24/2003
[dentification MNEWE

Status | Parameter | Free selection | Additional Log |

Status

[k Parameters were maintained

® Dun selection scheduled for 01/27/03 &t 13:03:33
® Dun selection is complete

03 Dun printout scheduled for 01/27/03  at 13:18:33
0 Dun.printout is scheduled

Select Edit > Refresh or press Enter until the Status Area message reads “Dun. Printout is
complete”
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Ounning notices  Edit Goto  Extras  Environment  Systern Help

JH @@ SHE S008I EHE @b

(<]

Dunning

& 0 sample printout [ Indiv.dunnonotice 2 Dunnhistory | & Log & Dunning list

Run an b1s24/2003 (@)
|dentification MHEWD1

Status | Parameter | Free selection | Additional Log |

Status

[k Parameters were maintained

8 Dun.selection scheduled for 01/27/03 at 13:03:33
(& Dun.selection is complete

03 Dun printout scheduled for 01/27/03  at 13:18:33
03 Dun printout is complete

The bottom line above on the screen will then state that Dun. Printout is complete

In order to kick off the print process, you must click on “SYSTEM?”, then “OWN SPOOL
REQUEST?”, the screen on the following page appears.

Select your job and click on “PRINT DIRECTLY”. This will print out the
Dunning Letters.

Spool request  Edit Goto  Utilities  Settings  Sys

(V) Bl H e LHE anon BHE @
Output Cantroller: List of Spool Requests
Foeds sl a8l ddrnagadB e

I[«1l»]

Spool no. |[User name Date Time |Status |Fages|Title Output device

O 21551 | HQ_RANDERSON (01/27 /2003|1318 Waiting 1 |DUNNLT LOC MNEWG1030124|Local Printer

1 Spool request displyed

1 Spool req. being proc
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DUNNING EXTRAS

Click the Green Arrow back to the previous screen.

L
Select Extras > dunning run log or click the button sl labeled “Log”.

The following is a small extract from the log, showing that customer number XXXXX has
been dunned:

Account D XXXXX dunning notice/dun.area. Dunning area Default is being processed.
Account D XXXXX dunning notice/dun.level. Dunning level 1 is being processed.
Account D XXXXX uses dunning procedure XXXX

Account D XXXXX / dunning procedure XXXX has no interest calculation indicator
Dunning level D XXXXX is used for account 1

Document XXXX000001/XXXX/001: Dunning level 1, days in arrears 164, status <.Dpi>
Account D XXXXX dunning data has been generated.

The customers who have been dunned may be viewed as follows:

Diunning i
Menu path: GOTO > DUNNING LIST or click the button - "™ ™ e following

screen appears:

Clunning List Wariant

Program REFMAHMZ
YWariant name

Press Enter or click on the green check to get a display of customers who have been
dunned in that run.

Use this list to see the customer and their dunning level in order to determine those
customers that require CO address information, etc. entered into their master records.

If you were to display the customer master record at this point (Menu path: ACCOUNTS

RECEIVABLE > MASTER RECORD > DISPLAY), it will show the date of dunning and
the highest level to which the customer has been dunned.
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zumt Allocation Funds

(Unit Allocation Funds and Funds Held on Behalf of Commands)

There are several scenarios relating to unit allocation funds and funds held on behalf of
commands that will be addressed:

Command deposits funds with MWR from a fundraiser

Command issued request for full withdrawal of funds

Command issued request for partial withdrawal of funds

Command issued request for allocation funds

Command withdrawal of allocation funds

Command issued request for “payment” of funds to MWR activity
Command issued request for payment of funds to third-party vendor

Nk W=

All payments for Unit Allocation Funds (and funds held by MWR on behalf of Tenant
Commands for such things as fundraisers, etc) are recorded through SAP using customers.
All amounts will be recorded through Deposits Payable (203001) — both Unit Funds and
“fund-raiser” monies deposited with MWR. Unit Allocation Funds are also provided through
MWR ($10 per sailor per year) and expensed through Unit Allocations Expense (786).

Local MWR business offices should ensure a clear business procedure is established. A
Command Funds Request Letter form should be created for use by requesting commands.
The form should include the following information per instruction 1710.11C:

e Command name and address

e UIC

e Telephone number

e Full name of the Payee (if the check is to be made payable to an individual versus
the Command)
Fiscal quarter the Unit Funds are being requested for (e.g. 1™ quarter, 2™ quarter,
etc)
Number of active duty members
Current roster of active members of the command (head count)
Total amount of monies being requested
Indication whether the request is for Unit Allocation monies or Fund Raiser
monies (or both) (use checkboxes)
e Authorized signature for the Command

Other useful information that should appear on the Command Funds Request Letter Form or
alternatively, a separate Payment Request Form includes the following:
e Customer account number - this information should be completed by the MWR
AR technician only
¢ Indication whether request is a partial refund of funds or a full refund of funds
(use checkboxes) — this box should be completed by the MWR AR technician
only and marked as such
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¢ Indication whether the requested dollar amount and the customer’s deposit
balance has been reviewed in the system (use checkbox) — this box should be
completed by the MWR AR technician only and marked as such

e Indication whether the payment request is for a deposit (special G/L indicator
“D”)

e Document number — this information is useful when processing Partial
Withdrawals since a particular open item (i.e. unit allocation) can be isolated and
processed correctly

The AR technician’s role when processing the refund request form is critical since they will
determine the Command’s fund balance. They can then determine whether there are
sufficient funds for the requested refund and, if so, they can determine whether the refund is
partial or full.

The AR Technician must also confirm that the Payee listed on the request form is the same
POC name that appears in the Name 2 field on the Command’s customer master record.
This is imperative since the system will use the Name 2 field as the payee on the check. The
user executing the automatic check payment run or creating the “hot” check is not authorized
to change the payee name.

1 - Command Deposits Funds with MWR from a Fundraiser

Commands sometimes hold fundraising events for the benefit of their members. Since
Commands are not supposed to maintain their own bank accounts, they utilize local MWR
business offices to deposit the proceeds from fundraising events for safekeeping. When
MWR receives such funds they are deposited in the local depository bank account just like
any other DAR cash receipt. These monies are not revenue to MWR, of course. Instead,
they are accounted for as deposits payable and posted to the Command’s customer sub-ledger
account in the SAP system.

The special g/l indicator “D” can be used with customer line items to direct the credit amount
to the DEPOSITS PAYABLE g/l account. A summary of this journal is shown below: (Use

the text field to identify this entry as a fundraiser: Please see Scenario One of this section.)

Example: A Command has a fundraiser and deposits $300.00 with MWR and
subsequently requests their $300 for their XMAS party (not held at an MWR facility).

DAR Only (assume cash cage journal is performed as usual)

DR (PK 40) DAR/POS Clearing Account (101060) 300.00
CR (PK 19 “D”) Customer Account (203001) 300.00
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2- Command Issued Request for Full Withdrawal of Funds

Upon written request, commands are entitled to withdrawal funds that are being held on their
behalf by MWR. Once MWR receives the appropriate form outlining the details of the
withdrawal the AR Technician (responsible for allocation funds and funds held should make
an assessment whether this withdrawal is a full withdrawal of the Command’s funds or a
partial withdrawal.

If it is determined that the request is a full withdrawal then a check can be created
automatically during the regular check payment run. A “hot check can also be created for
full withdrawals of funds, if necessary. A request for payment form should be given to
the accounts payable technician stating the Command’s customer number and that the
payment is a full payment (partial payment is discussed below). Also the special G/L
indicator “D” should be noted on the form.

The automatic payment run parameters will be adjusted to include the particular Command
customer account number, and a payment will be generated. The user executing the payment
run will need to unblock the item in the payment proposal since all customer credit open
items are automatically blocked for payment to prevent accidental payments.

A summary of the payment journal (created automatically by the payment program) is shown
below:

Example: A Command has funds totaling $300.00 deposited with MWR. The
Command submits a request using the approved form to withdraw all of their funds.
The Command will be paying a third-party(not an MWR facility) directly for hosting
their Christmas party.

DR (PK 09 “D”) Customer Account (203001) 300.00
CR (PK 50) Inter-company Cash (101005) 300.00

3- Command Issued Request for Partial Withdrawal of Funds

This scenario really is the alternative to the full withdrawal of funds described above. If the
AR Technician determines that the request from the Command is a partial withdrawal then
a “hot” check must be created (partial withdrawals of funds cannot be processed through
the automatic check payment runs). A request for payment form should be given to the
accounts payable technician stating the Command’s customer number and that the
payment is a partial payment. Also the special G/L indicator “D” should be noted on the
form.

A summary of the payment journal (posted automatically when the “hot” check is created) is
shown below:
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Example: A Command has funds totaling $300.00 on deposit with MWR. The
Command submits a request using the approved form to withdraw some of their funds
($200.00). The Command will be paying a third-party (not an MWR facility) directly
for hosting their Christmas party.

DR (PK 09 “D”) Customer Account (203001) 200.00
CR (PK 50) Inter-company Cash (101005) 200.00

NOTE to Accounts Payable Section — you MUST process Partial unit fund withdrawals
using the “HOT” CHECK procedure !!!!

4- Command Issued Request for Allocation Funds

Tenant Commands are authorized to draw $10 per active duty member per year (or $2.50 per
quarter) from MWR NAF Funds. These funds are used to support Command functions that
benefit all members. Requests for Unit Funds must follow policies as set forth in 1710.11C
and include a request from the Tenant with appropriate signature, a roster of active duty
members, and receipts supporting purchases. When payments are made to Tenants by MWR,
an offsetting entry is made the 786000 (Unit Allocations Expense).

A summary of the journal is shown below:

Example: A Command has requested that their allocation funds for the year be issued
to them. Their request form states that they are seeking $700.00 since they have 70
active roster personnel (70 persons @ $10.00 per person per year = $700.00).

Use the text field to identify the entry as Unit Allocation funds. (Please see Scenario Four of
this section for a detailed example)

NOTE: The person chosen to do Unit Allocations should know the amounts of any
previous fund allocations to the Command making the request prior to transfer and/or
payment to prevent over-allocations.

Unit Allocation Expense

DR (PK 40) Unit Allocation Expense (786000) 700.00
CR (PK 19 “D”) Customer Account (203001) 700.00

5- Command Withdrawal of Allocation Funds

When a Command requests allocation funds, it can request that the funds be issued to them
by check. The Command should submit supporting receipts for purchases that they made for
which they are seeking to apply their allocation funds. Generally, requests are made to
cover the cost of the purchases. Sometimes, commands make use of the MWR Purchasing
Department for certain purchases. If this is the case, the Purchasing Department should
provide a copy of the purchase order to the designated Unit Funds AR Technician to their
convenience when reviewing the Command’s fund withdrawal request.
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If the Command requests that a check be issued to them, then the following journal will be
made automatically by the check payment run or during the creation of a “hot” check:

Example: The Command also indicated on the request described in the previous
example that these funds will be used for a Command party that will be held at a third-
party facility (not an MWR facility). The Command will pay the cost of the party
themselves using the funds they have been allocated.

DR (PK 09 “D”) Customer Account (203001) 700.00
CR (PK 50) Inter-company Cash (101005) 700.00

6- Command Issued Request for “Payment” of Funds to MWR Activity

Some Commands will hold events at MWR facilities, but will not pay the cost of the event
directly. Rather, they will want to apply their allocation funds or other funds held on their
behalf to the cost of the event. MWR facilities are only “allowed” to charge for the cost of
the materials and labor and not earn any profit on their events. Rather than simply create a
“mess requisition” journal to record the cost of the event, the revenue (even though there will
be no profit) should be recorded as well. This will ensure that the volume of sales activity is
properly reflected in the P&L of the MWR facility hosting the event. This way the MWR
facility’s financial performance will not be unnecessarily penalized. The COGS for the event
will be recorded using the normal procedure at month-end (inventory count and COGS
journal). MWR facilities using MICROS POS systems should record the party contract as
usual, except that the revenue (sales price) should equal (not exceed) the cost of the
materials and labor.

If the Command wishes to apply their funds to the cost of an event at an MWR facility, one
of the following journals will be made:

Example: The Command has held their Christmas party at the Officer’s Club. The
party cost the facility $600.00 in labor and $400.00 in food and other materials, which
they recorded on a party contract. The Command has submitted the documentation
showing the cost of the party to the MWR Business Office.

The Command wants to use both its unit allocation funds of $700.00 (see the example
above for the journal) and the balance of funds being held on their behalf (earned from
fundraisers) to pay the debt.

A. Sufficient Funds
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After reviewing the Command’s customer sub-ledger, it was determined that there are
enough funds to pay the all of the party costs. The Command has $700.00 in allocation
funds and $300.00 from fundraisers on deposit with MWR.

Party Contract (record revenue as cost of the event only — no profit)

DR (PK 09 “D”) Customer Account (203001) 1000.00
CR (PK 50) Catering Revenue (302000) 1000.00

B. Insufficient Funds

After reviewing the Command’s customer sub-ledger, it was determined that there are
not enough funds to pay the all of the party costs which turned out to be $1400.00, not
$1000.00 as expected. The Command only has $700.00 in allocation funds available and
$300.00 in other funds on deposit with MWR. Since the Command did not pay for any
portion of the party, an ordinary receivable for $400.00 will also have to be recorded.

DR (PK 09 “D”) Customer Account (203001) 1000.00
DR (PK 01) Customer Account (131005) 400.00
CR (PK 50) Catering Revenue (302000) 1400.00

7- Command Issued Request for Payment of Funds to Third-party Vendor

Some Commands will hold events outside of the base, at private facilities, such as hotels,
restaurants, or banquet halls. Rather than pay these third-party vendors directly, they might
ask the vendor to invoice MWR for the cost of the event. MWR would then pay the invoice
using the Command’s allocation funds and other funds held on their behalf.

Another scenario is that they might ask MWR for a check made out to a particular vendor so
that they can go and make purchases there.

Of course, MWR will not just pay any invoice submitted by a vendor. As such, when a
Command is planning an event using a third-party vendor’s facility, they should arrange the
details through the MWR Purchasing Department when they plan on requesting their unit
allocation funds or other funds be used to pay for the event. This way a Contracting Officer
in Purchasing can create a purchase order or a payables tech can enter a direct invoice into
the system to generate a payment. In the case where a purchase order is used, the PO item
should be assigned to g/l account 203000 and an appropriate cost center (probably
G&A for the Base where the tenant command is located). It is important for the
Contracting Officer to contact the designated Unit Funds AR Technician to ensure that the
Command has sufficient funds on deposit to “cover” the amount of the purchase order.

Once the event has been held, a goods receipt must be posted in the system. This should be
done when the Command’s request and documentation are approved and submitted. The
third-party vendor’s invoice is entered and paid following the regular invoice verification
process.
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Note: Although the purchase order scenario is outlined here, it is also possible to use a direct
invoice. A direct invoice should also be offset to the 203000. It should then be moved to the
command’s customer account. The same journals apply on a direct invoice (KR document
type) when entering it into the system. For example, if a command issued a request for a
check to be produced for 1000 dollars:

DR 203000 1000.00
CR  Vendor (201000) 1000.00

The next step would be to move the debit to the command’s customer account:

DR  Customer Sp GL “D” 1000.00
CR 203000 1000.00

For further details on entering direct invoices to vendors refer to the Accounts Payable Hands
on Guide.

Example: The Command has held their Christmas party at the Holiday Inn hotel. This
party was organized with the assistance of the MWR Purchasing Department, who
created a purchase order for Holiday Inn to hold the party. The amount of the
purchase order was $1600.00 and was assigned to g/1 account 203000.

The Command notifies MWR that the event was completed successfully and they are
submitting their unit fund withdrawal request form and documentation to the MWR
business office. The Command’s $700.00 in allocation funds are recorded (see Unit
Fund Allocation Request example above for this journal).

Goods Receipt (upon notification by Command that event was successful)

DR (PK 40) Deposits Payable (203000) 1600.00
CR (PK 50) GR/IR Account (201010) 1600.00

Invoice Verification (when invoice is received from third-party-vendor)

DR (PK 40) GR/IR Account (201010) 1600.00

CR (PK 31) Vendor Account (201000) 1600.00

If the Command wishes to apply their funds to the cost of an event at a third-party vendor’s
facility, the following journal will be made:

The Command wants to use both its unit allocation funds of $700.00 (see the example

above for the journal) and the balance of funds being held on their behalf (earned from
fundraisers) to pay the debt.

A. Sufficient Funds
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It turned out that the party cost only $1000.00. The purchase order was amended and
the goods receipt posting was corrected to reflect the reduction in cost. After reviewing
the Command’s customer sub-ledger, it was determined that there are enough funds to
pay the all of the party costs to the third-party vendor. The Command has $700.00 in
allocation funds and $900.00 from fundraisers on deposit with MWR.

Third-party Vendor Event

DR (PK 09 “D”) Customer Account (203001) 1000.00
CR (PK 50) Deposits Payable (203000) 1000.00

B. Insufficient Funds

The party cost $1600.00 as stated in the purchase order. After reviewing the
Command’s customer sub-ledger, it was determined that there are not enough funds to
pay the all of the party costs to the third-part vendor. The Command only has $700.00
in allocation funds available and no other funds on deposit with MWR. Since the
Command did not pay for any portion of the party, an ordinary receivable for $900.00
will also have to be recorded.

Third-party Vendor Event

DR (PK 09 “D”) Customer Account (203001) 700.00
DR (PK 01) Customer Account (131005) 900.00
CR (PK 50) Deposits Payable (203000) 1600.00
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Scenario One: Command Deposits Funds with MWR from a Fundraiser

The following procedure is a standard DAR posting for a customer, except that special g/l
indicator “D’ is used to record the funds received from the customer a Deposit Payable.

Menu Path: Accounting > Financial Accounting > General Ledger > Document Entry > GL
Accounting Posting

Transaction Code: F-02

First screen: Enter G/L Account Posting: Header Data

| 000 =2aH Qe CHE SDOD PR @B
Enter G/I Account Posting: Header Data

Held documentI | Act assgnmt model... || GIL itern fast entry || Fostwith reference |

_91 f2472003 Eﬂ IIIE
_91 f2472003 I.

MDS 012403

Firstline itarm

Pathy 40 Account 101060 Sp.GlL Trans.type

Use the following table to guide you with the correct entries for the window above.

Field Name The proper entry

Document Date Date of the DAR

Document type SD — DAR

Posting Date Same as the Document date

Reference Use standard DAR reference numbering per
local MWR business office procedure

Doc. Header text Use standard DAR document header text per
local MWR business office procedure
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At the bottom of the window

in the First line item section

PstKy (Posting Key)

40 — Debit

Account

101060 — DAR/POS Clearing Account

Press the Enter key or click on the Green checkmark @ icon.

Second Screen:

Enter DAR Journal: Add G/L Account Item

| iR eae CHE Dhoy HAE @
Enter DAR journal: Add G/L account item

‘ =& Nore data || ACt assgnmt model.. || GIL item fast entry || Tax amounts |

_’IO?OBO

Iterm 1/ Dehit entry /40
Amount 300,00

usD
[ Calculate tax
Site

Yalue date

Assignment

Text

MNext line item

Pstiy 19 Account 1000535 Sp.GIL

o(#)

Use the following table for guidance:

7109

MNew co.code

The Field Name The Proper Entry
Amount Amount of the Deposit
Site Enter the Site Number from the DAR
Move to the Next Line Item section
PstKy (Posting Key) 19 — Special GL Credit (for Customers)
Account Customer Account Number
Sp. G/L D — Deposits Payable (VERY

IMPORTANT)

Using the special G/L Indicator “D” with the customer account number causes the system to
redirect the posting to Deposits Payable 203001 rather than Accounts Receivable 131005.
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Press the Enter key or click on the Green checkmark G icon to proceed to the detail screen
for the next line item.

Third Screen: Enter DAR Journal: Add Customer ltem

| e Beee LHE fnan AR @
Enter DAR journal: Add Customer item
‘ﬁ Wore data || Act assgnmt model.. || GIL itern fast entry || Tax amounts |

_1000535 203001

Itern 2/ Deposit received f 18 D

Arnount 300 a0

Due on 01/24/2003

Prant hlock Prnt method Prmnt meth.supl.

Assignment

Text *UNIT FUNDS DEPGSIT RECEVED FROM FUNDRAISER

Mext line item
Account Mew co.code

rmwrsagl | INS

Use the following table for guidance:

The Field Name The Proper Entry
Amount Amount of the Deposit
Due on Same as the Document date
Text We recommend: “*UNIT FUNDS
DEPOSIT RECEIVED FROM
FUNDRAISER”

Press the Enter key or click on the Green checkmark @ to check the entries in the current
line item.

2
Now click on the “Document Overview” push-button 2 to view a summary of the DAR

journal.
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Fourth Screen: Enter DAR Journal: Display Overview

3 @a@ SRR 8o EHR @

Enter DAR journal: Display Overview

Display currency || Park document || Act assgnmt model... H GiL item fast entry || Taxes ‘

_O'If24f2003 Eﬂ Illﬁ
_01f24f2003 Il
IIHIEH@H_ -2003
CmsscCre

ltems in document currency
Itm PK CoCd Account Description CostCr Order Amount

0ot 40 TT0ED FOS/DAR CLEARING AC Elolealel
0oz 140 1800535 NPC OLYMPIC FUND 360 a0-

2 Line items

D 300.00 C 300.00

Other line itern
Pty | @count Sp.GIL Trans type Mews co.cade

mwrsapl NS

As you can see from the Display Overview screen the Debits equal the Credits and the

document can be saved by clicking on the Save icon. Of course, the 10-digit document

number should be recorded on DAR paperwork.
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Scenario Two: Command Issued Request for Full Withdrawal of Funds

Upon receiving the Fund Request Letter from the Command requesting the withdrawal of
their funds (generated from fundraisers), the AR Technician should review the Customer
deposit balance to ensure that the customer has a deposit balance that is greater and or equal
to the amount of the request). This step is very important to prevent over-refunding to
the Commands.

Menu Path: Accounting > Financial Accounting > Accounts Receivable > Account >
Display/Change Line Items

Transaction Code: FBLSN

First screen: Customer Line Item Display

Program Edit Gaota

el
@ 3aHI@@e QiR D0os DR @ ——
Customer Line Item Display
O &
Customer selection
Customer account hooos35 @ to
Company code 1148 to
Selection using search help
Search help 1D
Search string
Complex search help
Line itern selection
Status
@ Open items
Open at key date Q271172003
) Cleared items
Clearing date to
Open at key date
Al items
Posting date to \E\
Type
Mormal iterns
Special G/l transactions
Use the following table for guidance:
The Field Name The Proper Entry

Customer account

Enter the customer’s account number

Company code

Company code in which the funds are
deposited

All items Flag this radio button
Dynamic Selections
G/L Account Enter 203001 for deposits

Press the Execute button to execute the report.
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Report screen: Customer Line Item Display

List Edit Goto Extras Environment Settings S
& Bld H @8 SHE DHho0 HE @

Customer Line item Display
M4 M| &sBalaB| a9 B e 3% M| B E sekctos

Status: B open & Parked @ Cleared
Due date: Overdue &y Due B Mot due

Run Date: 02/11/2003 0%:30:15
User: HGO_RANDERSON

Open Ttems Key Date: 02/11/2003
HWFC OLYMFIC FUND 1000535

5722 INTEGRITY DR
MILLINGTOM TN 380b4

5t |CoCd| Assignment Doc.no. Type |Doc. date |Pstg date |PK|S|(DD|Net due dt Amt dn Toc.cur.

O @ | 1146 1300000463850 (01/24/2003|01/24/2003(19|D 01/24/2003 300.00-

=

* @ |1148 30000 -

** Account 100D53E 300.00-

Run Date: 02/11/2003 03:30:15
User: HO_RAMNDERSON

Open Items Key Date T

* * %

+

+ * *

The total deposit balance for the customer is displayed. The AR Technician can now
determine whether the Command has sufficient funds for the amount requested. In
addition, the AR Technician can determine whether this request is a Full Withdrawal or a
Partial.

The AR Technician should indicate on the Payment Request form (or Command Request
Fund Letter form, as explained above) whether the withdrawal is full or partial and whether
sufficient funds exist by marked the appropriate checkboxes. The Payment Request form
along with the Command’s Request Letter should be forwarded to the Accounts Payable
Department for payment processing.

The designated AP Technician responsible for Unit Refunds needs to know the following
information in order to process the refund payment:

e Customer Number — required when making a payment to a customer

e Full or Partial Payment — used to determine payment type (automatic
payment or “hot” check) (in this scenario - FULL)

e Special G/L Indicator — used to ensure that payment is for a deposit and is
posted to the correct g/l account
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The designated AP Technician must be able to execute the payment program and print
checks.

The AP Technician receives the documentation from the AR Technician and can proceed to
process the payment request. Since the Command is requesting a Full Withdrawal of funds,
the automatic payment program can be used to create the check payment.

The payment program parameters need to be adjusted to include the Command’s customer
number. The payment proposal, once created, will need to be edited since all customer
master records are blocked for payments. The customer’s payment proposal item must be
unblocked manually by the AP Technician. The edited proposal can be saved and the
payment run executed.

After the payment has been made, the line item display for this Command’s customer
account will appear as displayed below:

Goto

List Edit Ex

Customer Line Item Display
WM&z 0 @amE vaY 84| 8%, B E seetn:

Status B open 5 Parked @ Cleared
Due date: Overdue &y Due @ Mot due

I[«1(»]

Fun Date: 02/11/2003 08:37:%1
User: HGQ_RANDERSON

Open Items Key Date: 12/31/0090

NPC OLYMPIC FUND 1000535
5722 INTEGRITY DR
MILLINGTON TH 38054
St |Cold|Assignment Doc.no. Type |Doc. date |Pstg date |PK|Z|DD|Met due dt Amt dn Joc . cur.
O @ | 1148 1200000468 |50 |01/24/2003|01/24/2003 19| D 0172472003 300.00-
L @ | 1148 2000000048 | 20 |02/ 11/2003 | 02/ 11/2003 09| D 02/11/2003 300.00
@ 1148 0.00
** Account TODOE3L 0,00

Fun Date: 02/11/2003 08:37:51
User: HO_RANDERSON

Open Items Key Date ;oo

A0 an

ani
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Scenario Three: Command Issued Request for Partial Withdrawal of Funds

This scenario is similar to Scenario Two, except that the payment type for a Partial
Withdrawal is always a “hot” check.

Upon receiving the Fund Request Letter from the Command requesting the withdrawal of
their funds (generated from fundraisers), the AR Technician should review the Customer
deposit balance to ensure that the customer has a deposit balance that is greater than or equal
to the amount of the request). This step is very important to prevent over-refunding to
the Commands.

Menu Path: Accounting > Financial Accounting > Accounts Receivable > Account >
Display/Change Line Items

Transaction Code: FBL5N

First screen: Customer Line Item Display

Program Edit Gota

[} gla @@ SHE Shoan HE @ =2
Customer Line ftem Display
| [ =l
Customer selection
Custormer account heooosas @ to n
Company code 1146 to H

Selection using search help
Search help ID
Search string

Complex search help E\

Line item selection
Status
@ Qpen items
Cipen at key date 0z2/11/2003

) Cleared items

Clearing date ta E\

Cipen at key date

Al items

Posting date ta E\

Type
Mormal items
Special GiL transactions
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Use the following table for guidance:

The Field Name

The Proper Entry

Customer account

Enter the customer’s account number

Company code

Company code in which the funds are
deposited

All items Flag this radio button
Dynamic Selections
G/L Account Enter 203001 for deposits

Press the Execute push-button to execute the report.

Customer Line Item Display

Report screen:

List Edit Goto = En 5 em  Hi =
@ 3 dH e CHE DNo0 BE @FE = |
Customer Line Item Display
M4 M| &2 @aB| e\ 8% A BE Sekcons
Status: B open 48 Parked @ Cleared
Due date: Overdus &y Due B Not due
Run Date: 92/11/2003 08:53:53
User: HQ_RANDERSON
Open Items Key Date: 02/11/2003
MPC OLYMPIC FUND 1000535
5722 INTEGRITY DR
MILLINGTON TN 33054
St (CoCd| Assignment Doc .no Type |Doc. date |Pstg date |PK|S|DD|Met due dt Amt in Toc. cur
(] @ | 1146 12300000459 30 |02/ 11/2003| 02/11/2003 19| D] &y (0271172003 100.00-
* (11496 100.00-
** Account 1000535 100.00-
Run Date: 02/11/2003 08:53:53
User: HQ_RANDERSON
Open Items Key Date T

The total deposit balance for the customer is displayed. The AR Technician can now
determine whether the Command has enough funds for the amount requested. In addition,
the AR Technician can determine whether this request is a Full Withdrawal or a Partial

Withdrawal.
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The AR Technician should indicate on the Payment Request form (or Command Request
Fund Letter form, as explained above) whether the withdrawal is full or partial and whether
sufficient funds exist by marked the appropriate checkboxes. The Payment Request form
along with the Command’s Request Letter should be forwarded to the Accounts Payable
Department for payment processing.

The designated AP Technician responsible for Unit Refunds needs to know the following
information in order to process the refund payment:

e Customer Number — required when making a payment to a customer

e Full or Partial Payment — used to determine payment type (automatic payment or
“hot” check) (in this scenario — PARTIAL)

e Special G/L Indicator — used to ensure that payments is for a deposit and is posted
to the correct g/l account

The designated AP Technician must be able to create “hot” checks.

The AP Technician receives the documentation from the AR Technician and can proceed to
process the payment request. Since the Command is requesting a Partial Withdrawal of
funds, only the “hot” check process can be used to make this payment. The “hot” check
process allows the AP Technician to make a partial payment against an open item.

The “hot” check must be created for the Command’s customer account with processing of
open items. Do not simply post a payment on account. The open item(s) (outstanding
deposit(s)) will need to be selected using the residual item tab screen. The amount of the
partial withdrawal should be entered as the payment against the open item(s). The “hot”
check can then be posted and printed. A residual open item will be posted for the difference.
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After the payment has been made, the line item display for this Command’s customer
account will appear as displayed below:

List Edit Goto 5 2

(V) Bl H e LHE anon BHE @
Customer Line Item Display

4 p|[M]] |2 Bz | 2@ = Tal == =% ME| BE seectons

Status B open & Parked @ Cleared
Due date: Overdue &y Due @& ot due

I[«1[»]

Fun Date: 02/11/2003 09:12:48
User: HQ_RANDERSON

Open Items Key Date. 02/11/2003

NPC OLYMPIC FUND 1008535
5722 INTEGRITY DR
MILLINGTON TH 38054
St |Cold|Assignment Doc.no. Type |Doc. date |Pstg date |PK|Z|DD|Met due dt Amt dn Joc . cur.
O a|1148 1300000469 50 |02/11/2003| 0241172003 | 19| 0| & | 0271172003 100 . 00 -
C @ | 1148 3000000049 ZC  |02/11/2003(02/11/2003 | 06| | & |02/11/2003 [=lojgolo]
* B |1148 50.00-
** Account 1000535 50.00-

Fun Date: 02/11/2003 09:12-48
Uzer: HO_RANDERS0OM

Open Items Key Date ;oo

+ *
+

+ * +

anl
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Scenario Four: Command Issued Request for Allocation Funds

Upon receiving the Fund Request Letter from the Command requesting their annual or
quarterly allocation funds, the AR Technician should review the Customer deposit balance
to ensure that the customer has not already received their allocation funds for the relevant
fiscal/quarter. This step is very important to prevent double-allocating funds to the
Commands.

Menu Path: Accounting > Financial Accounting > Accounts Receivable > Account >
Display/Change Line Items

Transaction Code: FBLSN

First screen: Customer Line Item Display

Erogram Edit Goto Sy

s

m Help

@ 2B Ce@@ DERE SBTa8 EE @

Customer Line Item Display

& B Ja

Customer selection
Customer account hooos3s @ ta ﬂ
Company code 1148 to

Selection using search help
Search help ID
Search string

Complex search help

Line itern selection
Status
@ Open iterns
Cipen at key date 0z2/11/2003

O Cleared items

Clearing date to

Cipen at key date

F'Djtli‘rjtgeg;ste to
Ly
Type
Mormal iterns
Special GiL transactions
Use the following table for guidance:
The Field Name The Proper Entry
Customer account Enter the customer’s account number
Company code Company code in which the funds are
deposited
All items Flag this radio button
Dynamic Selections
G/L Account Enter 203001 for deposits
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Press the Execute push-button to execute the report.

Report screen: Customer Line Item Display

List Edit Goto Ex

CHE DDOHHO HE @

Customer Line item Display

M4 &7 B o R2aB| a9 | 8% | B W sekecins

Status: B open S Parked @ Cleared

Due date: Overdue &y Due B Mot due

Run Date: Q2/11/2003 02:30:1&5

User: HO_RANDERSOM

Open Items Key Date. 02/11/2003

NWPC OLYMPIC FUND 1000535

5722 INTEGRITY DR

MILLINGTOM TH 32054

5t (CoCd| Assignment Doc.no. Type |Doc. date |Pstg date |PK|S|DD|Net due dt Amt dn Teoc.cur.

(] @ | 1146 1300000468 30 |01/24/2003| 01/24/2003 | 19| D 0172472003 300 . 00 -
@ (1148 300.00-
** Agcount TE0ES3E 300.00-

Run Date:
User

0271172003 08:30:15
HO_RAMDERSOM

Open Items Key Date P

+ * *

The total deposit balance for the customer is displayed. The AR Technician can now
determine whether the Command is already received their unit allocation funds for the
fiscal year/quarter.

The AR Technician should indicate on the Command Fund Request Letter form that they
have verified the Command’s entitlement to the allocation funds requested.

A customer GJV must now be posted to expense the allocation amount to Unit Allocations

Expense (786000) account. The offset to this expense item is the Command’s customer sub-
ledger using special G/L indicator “D”, which will redirect the credit amount to the Deposits

Payable (203001) account.

To make the Unit Allocation Fund journal, the designated AR Technician must perform the

following:
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Menu Path: Accounting > Financial Accounting > General Ledger > Document Entry > GL
Accounting Posting

Transaction Code: F-02

First screen: Enter G/L Account Posting: Header Data

gl 0B ece CHE OO0 FE QE
Enter G/L Account Posting: Header Data

‘ Held document || Act assgnmt model || GiL itern fast entry || Post with reference |

_021’111’2003 Eﬂ IIIE
_O2M 172003 E

UNIT ALLOCATION

First line item

Pstiy 40 Account  7EEDOO SpGiL | @ans.type

Use the following table to guide you with the correct entries for the window above.

Field Name The Proper Entry

Document Date Date of the Unit Allocation Funds Request

Document type SA-GJV

Posting Date Same as the Document date

Reference Use standard GJV reference numbering per
local MWR business office procedure

Doc. Header text Use standard GJV document header text per

local MWR business office procedure

At the bottom of the window in the First line item section

PstKy (Posting Key) 40 — Debit

Account 786000 — UNIT ALLOCATION

Press the Enter key or click on the Green checkmark @ icon.
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Second Screen: Enter General JV Journal: Add G/L Account ltem

| iR eae CHE Duoy AR @
Enter DAR journal: Add G/L account item

‘-EP Maore data || ACt assgnmt model... || GIL iterm fast entry || Tax amounts |

_?86000

Iterm 1/ Dehit entry /40

Amount TOO. 00 ushD
Tax code [ Calculate tax
Cost center 4431 Order
Article Site
Cluantity
Assignment
Tex

Next line item
Pty 19 Account 1000535 Sp.GiL D|@ Mew co.code

Use the following table for guidance:

The Field Name The Proper Entry
Amount Amount of the Unit Allocation Funds
Cost Center Cost center to which unit allocation expense

is to be assigned (Unit allocation G&A)

Move to the Next Line Item section

PstKy (Posting Key) 19 — Special GL Credit (for Customers)

Account Customer Account Number

Sp. G/L D — Deposits Payable (VERY
IMPORTANT)

Using the special G/L Indicator “D” with the customer account number causes the system to
redirect the posting to Deposits Payable 203001 rather than Accounts Receivable 131005.

Press the Enter key or click on the Green checkmark @ icon to proceed to the detail screen
for the next line item.

Third Screen: Enter General JV Journal: Add Customer Item
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gl aBeae CHE S0O0 PR QE
Enter DAR journal: Add Customer item

‘ = More data || Act assgnmt madel || GIL item fast entry || Tax amounts |

_1000535 203001

Item 2/ Deposit received / 18 0D

Amount FO0 .00

Ciue on 021103

Prnt hlock Prmnt method Prmnt meth.supl.
Assignment

Text *UNIT ALLOCATION FUNDS FOR 2003

Next line item

Pstky Account Mews co.code

Use the following table for guidance:

The Field Name The Proper Entry

Amount Amount of the Unit Allocations Funds

Due on Same as the Document date

Text We recommend: “*UNIT ALLOCATION
FUNDS FOR 2001”

Press the Enter key or click on the Green checkmark g to check the entries in the current
line item.

Q
Now click on the “Document Overview” push-button “ toview a summary of the unit
allocation GJV.

Fourth Screen: Enter General JV Journal: Display Overview
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| 0 29H ©0@ CHE SHDH0 A @

Enter DAR journal: Display Overview

‘ Display currency || Park docurment || Act assgnmt model. .. H GiL itern fast entry || Taxes ‘

_021’111’2003 Eﬂ IIIE
_OQM 172003 E
Document number  INTERNAL | Fiscalyear 2003

UNIT ALLOCATION

Items in document currency
Itm FPK CoCd Account Description CostCr Order Amount

001 40 786000 UNIT ALLOCATION 4431 700 .00
0Oz 19D 10005385 NFC OLYMPIC FUND TOO.00-

0 7oQ. 00 C 700.00 2 Line items

Other line iterm

Sp.GiL Trans type Mew co.code

As you can see from the Display Overview screen, the Debits equal the Credits and the

document can now be saved by clicking on the Save = icon. Of course, the 10-digit
document number should be recorded on Payment request form.

After the transfer of the Unit Allocation Funds to the Command customer account, the
designated AR Technician should proceed immediately to process the request for withdrawal
of allocation funds. MWR policy prohibits allocating and expensing of Unit Allocations
without a request by the Command to withdraw the funds for the specific purpose that they
outline in the request letter.
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Scenario Five: Command Issued Request for Withdrawal of Allocation Funds

Upon receiving the Fund Request Letter from the Command requesting the withdrawal of
their allocation funds, the AR Technician should review the Customer deposit balance to
determine whether that the customer has a deposit balance that is greater than the allocation
funds request. This situation will occur when the Command also has funds (from
fundraisers) being held on their behalf. This step is very important to prevent over-
refunding to the Commands.

Menu Path: Accounting > Financial Accounting > Accounts Receivable > Account >
Display/Change Line Items

Transaction Code: FBL5N

First screen: Customer Line Item Display

Program Edit Gota

@ 203 @O0 DHE o 0os [E @ =
Customer Line Item Display
B [ )2
Customer selection
Custormer account hooasas @ to
Company code 1148 to H

Selection using search help
Search help 1D
Search string

Complex search help E\

Line item selection
Status
@ Open items
Cipen at key date 02/11/2003

O Cleared items

Clearing date ta E

Cipen at key date

O Alliterns

Pasting date to E R‘

Type
Mormal items
Special GiL transactions
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Use the following table for guidance:

The Field Name

The Proper Entry

Customer account

Enter the customer’s account number

Company code

Company code in which the funds are

deposited
All items Flag this radio button
Dynamic Selections
G/L Account Enter 203001 for deposits

Press the Execute push-button to execute the report.

Report screen:

Customer Line Item Display

List Edit Gota nvironment

@ g <&

Customer Line Item Display

M4 (M| ol 2B e a B Bale | B EE| 25| BE seectons

Status: B open & Parked @ Cleared

Due date: Overdue &y Due & Mot due

Run Date: 02/11/2003 09:48:54

User: HQ_RAMDERSOM

Open Items Key Date: 02/11/2003

NPC OLYMPIC FUND 16000535

5722 INTEGRITY DR

MILLINGTOM TH 38054

5t |CoCd| Assignment Doc.no. Type |Doc. date [Pstg date |FK|Z|D0D|Met dus dt Amt in loc.cur.

(] & | 1146 1300000489 30 |02/11/2003| 021172003 | 19| D] &y (0241172003 100.00-

L] & | 1146 1300000470 30 |02/11/2003| 021172003 | 19| D] &y (0241172003 FOO .00 -

] & | 1146 2O0A0A0A49| ZC (021152003 02411/2003 | 06| | & | 0271172003 50 .00
Ol 1146 750 .00-
** Account 1000535 TEO.00-

Run Date: 02/11/2003 09:48:54

User : HO_RANDERSON

Open Items Key Date P

+

The total deposit balance for the customer is displayed. The AR Technician can now
determine whether the Command has additional “non-allocation” funds on deposit with
MWR. Ifthere are other funds on deposit with MWR, in addition to the allocation funds
then a Partial Withdrawal must be made. If the only funds on deposit are the unit
allocation funds outlined in Scenario Four, then a Full Withdrawal can be made.

The AR Technician should indicate on the Payment Request form (or Command Request
Fund Letter form, as explained above) whether this will be a full withdrawal or partial
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withdrawal of funds and that sufficient funds exist by marking the appropriate checkboxes.
The AR Technician should also record the document number of the Unit Allocation GJV
so that the AP Technician can easily determine the unit allocation open item when
processing a Partial Payment.

The Payment Request form along with the Command’s Request Letter should be forwarded
to the Accounts Payable Department for payment processing.

The payment type (FULL or PARTIAL) will determine the procedures that the AP
Technician will follow.

FULL WITHDRAWAL — proceed with Scenario Two (replace funds from a fundraiser with
unit allocation funds)

PARTIAL WITHDRAWAL — proceed with Scenario Three (replace funds from a fundraiser
with unit allocation funds)

The designated AP Technician responsible for Unit Refunds needs to know the following
information in order to process the refund payment:

e Customer Number — required when making a payment to a customer

e Full or Partial Payment — used to determine payment type (automatic payment or
“hot” check)

e Special G/L Indicator — used to ensure that payments is for a deposit and is posted
to the correct g/l account

e Unit Allocation GJV Document Number
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Scenario Six: Command Issued Request for “Payment” of Funds to MWR Activity

A Request for Withdrawal of Funds form may indicate that the Command wishes to apply its
allocation funds and/or other funds on deposit with MWR to cover the cost of an event held
at an MWR facility. If this occurs, the designated AR Technician should review the deposit
balance of the Command customer account and determine whether the MWR facility
involved has submitted paperwork relating to this event.

Menu Path: Accounting > Financial Accounting > Accounts Receivable > Account >
Display/Change Line Items

Transaction Code: FBL5N

First screen: Customer Line Item Display

Program Edit Goto
(V] DA H @@ RHEE Sano0 HE @ by

Customer Line Item Display
O @ =

Customer selection
Customer account 1000535] to n
Company code to

Ifeli»]

Selection using search help
Search help ID
Search string

Complex search help

Line itern selection
Status
@ Cpen iterns
Cpen at key date Q241172003

O Cleared items

Clearing date to E\

Cpen at key date

O Alliterms

Posting date to E\

Type
Marmal items [«\s
Special GiL transactions

[l IE

Use the following table for guidance:

The Field Name The Proper Entry
Customer account Enter the customer’s account number
Company code Company code in which the funds are
deposited
All items Flag this radio button
Dynamic Selections
G/L Account Enter 203001 for deposits
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Press the Execute push-button to execute the report.

Report screen: Customer Line Item Display

List Edit Goto E

CRHE OOLHH EE @0

Customer Line Item Display
4|l Ble | aam| B el EBEsE 2 ERE . Selections

1T«10v]

Status: B open & Parked @ Cleared
Due date: Overdue &y Due @ Not due

Fun Date: ©2/11/2003 11:20:.22
User: HQ_RANDERSON

COpen Items Key Date: 02/11/2003

NPC OLYMPIC FUMD 1000535
5722 INTEGRITY DR
MILLIMGTOM TH 38054
St|CoCd| Assignment Doc.no. Type |Doc. date |Pstg date |PE|Z|(DD|Met due dt Amt in loc.cur.
O B | 1146 1300000469 50 |@2/11/2003| 02112003 (19| 0| &y |02/ 11 /2003 100 00 -
L B | 1148 1300000470 50 |02/11/2003| 02112003 (10| D| &y | 02711 /2003 TOO.00-
L & | 11468 2000000049 20 (0241172003 0271172003 | 06| | & |02/11/2003 50.00
Ol | 1148 TEO.00-
** Account 1000%35 75000 -

Fun Date: 02/11/2003 11:20:22
Uzer: HA_RANDERSON

Open Items Key Date: ;oo [Q

+ +

(410w 10

+

The total deposit balance for the customer is displayed. The AR Technician can now, by
reviewing the paperwork submitted by the MWR facility involved, determine whether the
Command has sufficient funds to cover the entire cost of the event or insufficient funds
and must be invoiced for the remaining cost of the event.

Sufficient Funds

A journal will need to be posted that will record the revenue the facility derived from the
Command’s event and application of the Command’s funds on deposit.

Menu Path: Accounting > Financial Accounting > Accounts Receivable > Document
Entry > Invoice

Transaction Code: F-22

First screen: Enter Customer Invoice: Header Data
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g 0B ece CHE SOO0 FE @
Enter G/L Account Posting: Header Data

‘ Held document || Act assgnmt model... || GiL itern fast entry || Post with reference |

_021’111’2003 I@ﬁ IIIE
_O2M 172003 .

PC 155-03

First line item

Pstiy 50 Account 202000 SpGiL | @ans.type

Use the following table to guide you with the correct entries for the window above.

Field Name The Proper Entry

Document Date Date of the Unit Funds Request

Document type DR — Customer Invoice

Posting Date Same as the Document date

Reference Use standard customer invoice reference
numbering per local MWR business office
procedure

Doc. Header text Use standard customer invoice document
header text per local MWR business office
procedure

At the bottom of the window in the First line item section
PstKy (Posting Key) 50 - Credit
Account Revenue account (e.g. catering 302000)

Press the Enter key or click on the Green checkmark @ icon.

Second Screen: Enter Customer Invoice: Add G/L Account Item
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g|  2uBie@e CHE 0L PR QB

Enter Customer invoice: Add G/L account item

|-i> More data H Act assgnmt madel.. || GiL item fast entry || Tax amounts ‘

_302000

Itermn 1/ Credit entry £ 50
Armnount 75008 usD

[ Calculate tax

Cost center 44886 Qrder
Article Site
Cluantity
Assignment
Ted

MNext line itermn
Psthy 09 Account 1000535 Sp.GilL D|@ans.type New co.code

Use the following table for guidance:

The Field Name The Proper Entry
Amount Amount of the party contract
Cost center Cost center of facility
Move to the Next Line Item section
PstKy (Posting Key) 09 — Special GL Debit (for Customers)
Account Customer Account Number
Sp. G/L D — Deposits Payable (VERY
IMPORTANT)

Using the special G/L Indicator “D” with the customer account number causes the system to
redirect the posting to Deposits Payable 203001 rather than Accounts Receivable 131005.

Press the Enter key or click on the Green checkmark @ icon to proceed to the detail screen
for the next line item.

Third Screen: Enter Customer Invoice: Add Customer Item
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gl aBeae CHE S0O0 PR QE
Enter Customer invoice: Add Customer item
‘J Wore data || Act assgnmt model.. || GIL item fast entry || Tax amounts |

_1000535 203001

ltem 2/ Deposit app'diref'd £ 09 D
Amount FE0. 00
Due on D2/11/2003
Prnt hlock Prmnt method Prmnt meth.supl.
Assignment

Text “UNIT FUNDS APPLIED T PARTY] [=

Next line item

Pstky Account Sp.GIL Trans type Mews co.code

Use the following table for guidance:

The Field Name The Proper Entry

Amount Amount of the Deposit

Due on Same as the Document date

Assignment Party Contract number

Text We recommend: “*UNIT FUNDS
APPLIED TO COMMAND PARTY AT
O’CLUB”

Press the Enter key or click on the Green checkmark @ to check the entries in the current
line item.

2
Now click on the “Document Overview” push-button “ toviewa summary of the

Customer invoice journal.

Fourth Screen: Enter Customer Invoice: Display Overview
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H @@ SR abhosa FE @0y

Enter Customer invoice: Display Overview

‘ Display currency || Park document || Act assgnmt model. .. H GiL itern fast entry || Taxes ‘

_021’111’2003 I@ﬁ IIIE
_OQM 172003 E
Document number  INTERNAL | Fiscalyear 2003

PC 155-03

Items in document currency
Itm FPK CoCd Account Description CostCr Order Amount
001 56 302000 CATERING RESALE REV 4466 750, 00-
0Oz 09D 10005385 NFC OLYMPIC FUND ThO. 00
I

0 750,00 C 750.00 2 Line tems
Other line iterm

Sp.GiL Trans type Mew co.code

As you can see from the Display Overview screen the Debits equal the Credits and the

document number should be recorded on DAR paperwork.

document can now be saved by clicking on the Save icon. Of course, the 10-digit
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After the invoice has been posted, the line item display for this Command’s customer
account will appear as displayed below:

List Edit Goto as Em Iment Systern  Help
(] BaH I @ DHR aDhoao BER @ ”‘;M‘g
Customer Line Item Display

M4l r M []¢ B e 8d B vaF | |(EEE 3550 mME | (| E sekctons

Status B open & Parked @ Cleared
Due date: Overdue &y Due B Mot due

Run Date: 02/11/2003 11:25:00
User: HE_RANDERSON

Open Items Key Date:. 02/11/2003

HWPC COLYMPIC FUND 1000535
5722 INTEGRITY DR
MILLINGTON TH 23054
5t |CoCd| Assignment Doc.no. Type |Doc. date |Pstg date |PK|S|DD|Net due dt Amt dn Teoc.cur.
O @ | 1148 1300000469\ S0 [02/11/2003|02/11/2003 (19| D| & |02/11/2003 100, 66 -
C @ | 1146 1300000470| 50 [02/11/2003|02/11/2003 (19| D| & |02/11/2003 TOO .00 -
L B | 1146 2300000003| DR |02/11/2003|02/11/2003 09| D| & |02/11/2003 ThO.00
C @ 1148 8000000049( ZC | 02/11/2003(02/11/2003 | 08| |& (02/11/2003 50,00
* @ |1148 0.00
** Account 1O0053E8 D06

Run Date: 02/11/2003 11:25:00
User: HQ_RAMDERSOM

Open Items Key Date Y %

+ +*

The customer should then be cleared manually (FOLLOW INSTRUCTIONS FROM
PAGE 135 in your SAP Manual) and any necessary residual items created.

Insufficient Funds

A journal will need to be posted that will record the revenue the facility derived from the
Command’s event, the application of the Command’s funds on deposit and the creation of a
separate ordinary accounts receivable item for the cost of the event that was not covered by
the available funds on deposit.

Menu Path: Accounting > Financial Accounting > Accounts Receivable > Document
Entry > Invoice

Transaction Code: F-22

First screen: Enter Customer Invoice: Header Data
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g i HIeee DEHE SGO0 HE @
Enter Customer Invoice: Header Data

| Held document H Act assgnmt model... || GiL item fast entry H Post with reference ‘

_02/11/2003 Iﬂﬁ IIIE
_02!11!2003 E

Reference PC 123-85
Decheadertet

First line iterm

Psthy 50 Account 302000 spGiL | @ans.type

Use the following table to guide you with the correct entries for the window above.

Field Name The Proper Entry

Document Date Date of the Unit Funds Request

Document type DR — Customer Invoice

Posting Date Same as the Document date

Reference Use standard customer invoice reference
numbering per local MWR business office
procedure

Doc. Header text Use standard customer invoice document
header text per local MWR business office
procedure

At the bottom of the window in the First line item section
PstKy (Posting Key) 50 - Credit
Account Revenue account (e.g. catering 302000)

Press the Enter key or click on the Green checkmark @ icon.
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Second Screen: Enter Customer Invoice: Add G/L Account Item

gl  aB eee DHE S04 PR QE

Enter Customer invoice: Add G/L account item

‘J Wore data || Act assgnmt model.. || GIL item fast entry || Tax amounts |

_302000

Item 1/ Credit entry £ 50
Amount 1600 .00 ush

[ Calculate tax

Cost center 4468 Order
Article Site
Quantity
Assignment
Tox

MNext line item
Pstiy 09 Account 1000535 Sp.GIL Dl@ans.type Mews co.cade

Use the following table for guidance:

The Field Name The Proper Entry
Amount Amount of the party contract
Cost center Cost center of facility
Move to the Next Line Item section
PstKy (Posting Key) 09 — Special GL Debit (for Customers)
Account Customer Account Number
Sp. G/L D — Deposits Payable (VERY
IMPORTANT)

Using the special G/L Indicator “D” with the customer account number causes the system to
redirect the posting to Deposits Payable 203001 rather than Accounts Receivable 131005.

Press the Enter key or click on the Green checkmark G icon to proceed to the detail screen
for the next line item.

Third Screen: Enter Customer Invoice: Add Customer Item

220 Accounts Receivable




Financial and Controlling

gl aBeae CHE S0O0 PR QE
Enter Customer invoice: Add Customer item
‘J Wore data || Act assgnmt model.. || GIL item fast entry || Tax amounts |

_1000535 203001

ltem 2/ Deposit app'diref'd £ 09 D
Amount 1200.00
Cue on 021103
Prnt hlock Prmnt method Prmnt meth.supl.
Assignment

Text *UNIT FUNDS APPLIED TG PARTY

Next line item

Pstky 01 Account 1000535 Sp.GIL |@ans.type Mews co.code

Use the following table for guidance:

The Field Name The Proper Entry

Amount Amount of the Deposit

Due on Same as the Document date

Assignment Party Contract number

Text We recommend: “*UNIT FUNDS
APPLIED TO COMMAND PARTY AT
O’CLUB”

Press the Enter key or click on the Green checkmark G icon to proceed to the detail screen
for the next line item.

Fourth Screen: Enter Customer Invoice: Add Customer Item
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Enter Customer invoice: Correct Customer item

:

Itermn 3/ Customer invaice / 01

Amount 40000 usp

Payt terms con3 Daysipercent ! /

Bline date D2/11/2003

Disc. hase Invoice ref. ! /
Amount is calculated

Prrnt block Prmnt rmethod Prmnt meth.supl

Assignment

Text "BALANCE OF COST FOR COMMAND PARTY]| (=)

MNext line iterm

Pty Account Sp.GiL Trans type Mew co.code

Use the following table for guidance:

The Field Name The Proper Entry
Amount Amount of the difference between the cost of
the event and deposit balance
Due on Same as the Document date
Text We recommend: “*BALANCE OF COST
FOR COMMAND PARTY AT O’CLUB”

Press the Enter key or click on the Green checkmark @ to check the entries in the current
line item.

Q
Now click on the “Document Overview” push-button “ to view a summary of the
Customer invoice journal.

Fifth Screen: Enter Customer Invoice: Display Overview
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H @@ SR abhoa FHE @oy

Enter Customer invoice: Display Overview

‘ Display currency || Park docurment || Act assgnmt model H GiL itern fast entry || Taxes ‘

_021’111’2003 I@ﬁ IIIE
_O2M 172003 E

Fiscal year 2003
Reference PC 123-85 [ CessCChe.

Items in document currency

Itm FPK CoCd Account Description CostCr Order Amount

001 56 302000 CATERING RESALE REV 4466 1,600, 00-

002 09D 10005385 NPC OLYMPIC FUND 1,200.00

003 01 1000535 NPC OLYMPIC FUND 400 .00
I

D 1,600.00 C 1,600.00 0.oo o~ 3 Line items

Other line item

Sp.GiL Trans type Mew co.code

As you can see from the Display Overview screen the Debits equal the Credits and the

document can now be saved by clicking on the Save = icon. Of course, the 10-digit
document number should be recorded on DAR paperwork.
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After the invoice has been posted, the line item display for this Command’s customer
account will appear as displayed below:

Goto

List Edit

Customer Line Item Display
MM %2 B = 2E 3 el = =% E | B0 Seectons

Status B open O Parked @ Cleared %
Due dae: Overdue &y Due B Not due =
Fun Date: G2/1172003 15:24:01
User: HG_RANDERSON
Open Items Key Date:. 02/11/2003
NPC OLYMPIC FUND 1000535
BY22 INTEGRITY DR
MILLINGTON TH  280%4
t|CoCd|Assignment Doc no Type|Doc. date |Pstg date [PK|[S|DD|Met due dt Amt in loec.cur

i | 1148 1000000774 (34 | 02/10/2003 )| 02/10/2003(19(D 02/10/2003 TOO. 00 -
m 1146 1300000471 (30 | 62/10/2003) | 02/10/2003 (14 (0 Q271072003 500.00-
C 1148 2300000004 |0R [ 0271172003 | 02/11/2003 | @1 &y 02/11/2003 400 .00
C 1148 2300000004 |0 [ 02/11/2003|02/11/2003| 09| 0| & | 0271172003 1,200.00

* 1148 400, 00

** gcocount 1000535 400,00
Fun Date: G2/11/2003 15:24:01
User: HE_RANDERSON
Open Items Key Date P Q
I IR

The customer should then be cleared manually (FOLLOW INSTRUCTIONS FROM
PAGE 135 in your SAP Manual) and any necessary residual items created.
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Scenario Seven: Command Issued Request for Payment of Funds to Third-party Vendor

A Request for Withdrawal of Funds form may indicate that the Command wishes to apply its
allocation funds and/or other funds on deposit with MWR to cover the cost of an event held
at a third-party vendor’s facility. If this occurs the designated AR Technician should review
the deposit balance of the Command customer account and determine whether the Command
successfully held the event.

Menu Path: Accounting >Financial Accounting > Accounts Receivable > Account >
Display/Change Line Items

Transaction Code: FBLSN

First screen: Customer Line Item Display

Program  Edit Goto

Bld 0 S BHE ODO0 RAEI® D
Customer Line Item Display
@ & =

Customer selection
Customer account [ (ololelskels @ to

Company code to

Selection using search help
Search help ID
Search string

Complex search help IEI

Line iterm selection
Status
® Qpen items
Cpen at key date 02/11/2003

) Cleared items

Clearing date to

Cpen at key date

O Allitems

Posting date to [k

Type
Mormal iterms
Special GiL transactions

Use the following table for guidance:

The Field Name The Proper Entry
Customer account Enter the customer’s account number
Company code Company code in which the funds are
deposited
All items Flag this radio button
Dynamic Selections
G/L Account Enter 203001 for deposits
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Press the Execute push-button to execute the report.

Report screen: Customer Line Item Display

s Environment S
1A e CHE ODL0 BE @M
Customer Line Item Display
4|l Ble | aam| B el EBEsE 2 ERE . Selections

List Edit Goto

Status: B open & Parked @ Cleared
Due date: Overdue &y Due @ Not due

Fun Date: 02/11/2003 1%:34:37
User: HQ_RANDERSON

Open Items Key Date: 02/11/2003

NPC OLYMPIC FUMD 1000535
5722 INTEGRITY DR
MILLIMGTOM TH 38054
St|CoCd| Assignment Doc.no. Type |Doc. date |Pstg date |PE|Z|(DD|Met due dt Amt in loc.cur. |C

O B | 1146 1000000175 34 |02/05/2003|02/05/2003 (19| D 02/05/2003 700 .00 -
L B | 1148 1300000473 3D |02/01/2003|02/01/2003(19|D 02/01/2003 300.00-

* @ |1148 1,000, 00-

** Account 1000535 1,000.00-

Run Date: 02/11/2003 15:34:37
User : HO_RANDERSOM

Open Items Kew Date: £t

. .
n A

+ * +

The total deposit balance for the customer is displayed. The AR Technician can now, by
reviewing the paperwork submitted by the MWR facility involved, determine whether the
Command has sufficient funds to cover the entire cost of the event or insufficient funds
and must be invoiced for the remaining cost of the event.

Sufficient Funds

A journal will need to be posted that will record:
e reversal of the accrual created at the time of goods receipt (event was successfully held)
e application of the Command’s funds on deposit.
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Menu Path: Accounting > Financial Accounting > Accounts Receivable > Document Entry
> Invoice

Transaction Code: F-22

First screen: Enter Customer Invoice: Header Data

g 00 1aH @ee LWk anos D6 @
Enter Customer Invoice: Header Data

‘ Held document || Act assgnmt model... || GiL item fast entry || Post with reference |

_021’1@/’2003 I@ﬂ IIIE
_E]QM 072003 E

Reference "L UNTT FUND PHT
Docheadertes

First line item

Pstiy LE Account 203000 Sp.GIL |@ans.type

Use the following table to guide you with the correct entries for the window above.

Field Name The Proper Entry

Document Date Date of the Unit Funds Request

Document type DR — Customer Invoice

Posting Date Same as the Document date

Reference Use standard customer invoice reference
numbering per local MWR business office
procedure

Doc. Header text Use standard customer invoice document
header text per local MWR business office
procedure

At the bottom of the window in the First line item section

PstKy (Posting Key) 50 - Credit

Account Deposits Payable 203000 (account assigned
on PO)
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Press the Enter key or click on the Green checkmark @ icon.

Second Screen: Enter Customer Invoice: Add G/L Account Item

V] |< Do SHE DHDLHHIEE @ mE
Enter Customer invoice: Add G/L account item

‘ =& Nore data || ACt assgnmt model.. || GIL item fast entry || Tax amounts |

_203000

Iterm 1/ Credit entry / 50
Amount 1000 .00 ushD

Tax code [ Calculate tax
Cost center 4415 Order
Article Site
Cuantity
Assignment
Tex

Next line item
Pty 09 Account 1000535 Sp.GiL D|@ans.type Mew co.code

Use the following table to guide you with the correct entries for the window above

The Field Name The Proper Entry

Amount Amount of the party contract

Cost center Cost center assigned on the purchase order
Move to the Next Line Item section

PstKy (Posting Key) 09 — Special GL Debit (for Customers)

Account Customer Account Number

Sp. G/L D — Deposits Payable (VERY

IMPORTANT)

Using the special G/L Indicator “D” with the customer account number causes the system to
redirect the posting to Deposits Payable 203001 rather than Accounts Receivable 131005.

Press the Enter key or click on the Green checkmark @ icon to proceed to the detail screen
for the next line item.

Third Screen: Enter Customer Invoice: Add Customer Item
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g| aBieee DEHE G000 HE @
Enter Customer invoice: Add Customer item

|-ﬁ> More data || Act azsgnmt model... || GiL itern fast entry || Tax amounts |

_1000536 203001

Item 2 / Deposit app'diref'd / 09 D
Amaount 100000
Due on 0241072003
Prant block Prmnt method Prmnt meth.supl.
Assignment

Text “UNIT FUNDS APPLIED TO PARTY AT HOLIDAY INN] [

MNext line iterm

Account Sp.GiL Trans.type MNew co.code

Use the following table for guidance:

The Field Name The Proper Entry

Amount Amount of the Deposit

Due on Same as the Document date

Assignment Party Contract number

Text We recommend: “*UNIT FUNDS
APPLIED TO COMMAND PARTY AT
HOLIDAY INN”

Press the Enter key or click on the Green checkmark @ to check the entries in the current
line item.

2
Now click on the “Document Overview” push-button 2 to view a summary of the

Customer invoice journal.

Fourth Screen: Enter Customer Invoice: Display Overview
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_O2f10f2003 I@ﬁ IIIE
_O2f10f2003 E

ltems in document currency

Itm PK CoCd Account Description CostCr Order Amount
Qa1 BO 2036000 DEPOSITS PAYABLE 4415 1,000, Q-
0az 09D 1000535 MFC OLYMPIC FUMD 1,000, 08

D 1,000.00 C 1,000.00 o.oo 2 Line items

Other line iterm
Trans type MNew co.code

As you can see from the Display Overview screen the Debits equal the Credits and the

document can now be saved by clicking on the Save = icon. Of course, the 10-digit
document number should be recorded on DAR paperwork.
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After the invoice has been posted, the line item display for this Command’s customer
account will appear as displayed below:

List Edit Goto E En nent S g 4y
& dH ece SHE ahLan BE @&

Customer Line ftem Display

4| ee2 B e 2d R eaF | HEEE S %M mE | BE sesectns

Status B open & Parked @ Cleared
Due date Overdue iy Dus @ Not due

Fun Date. 02/11/2003 15:39:48
User HO_RAMDERSON

Open Items Key Date: 02/11/2003

NPC OLYMPIC FUND 1000535
5722 INTEGRITY DR
MILLIMNGTOM TH 38054
5t |CoCd| Assignment Doc . no Type |Doc. date |FPstg date |FK|S|DD|Met due dt Amt in loc.cur. |C1
0 a | 1146 100000017554 [02/05/2003|02/05/2003|19|D 02/05/2003 TOO.00-
C a | 1146 1300000473 (5D (02/01/2003|02/01/2003|19|D 02/01/2003 300, 00-
L] a | 1146 2300000005 | DR |02/10/2003|02/10/2003|09|D 02/10/2003 1,000.00
@ 1148 0.00
** Account 1000535 0.00
Run Date: 02/11/2003 15:39:48
User HO_RANDERSON
Open Items Key Date: L

*

The customer should then be cleared manually (FOLLOW INSTRUCTIONS FROM
PAGE 135 in your SAP Manual) and any necessary residual items created.

Insufficient Funds

A journal will need to be posted that will record the:

o reversal of the accrual created at the time of goods receipt (event was successfully held)

e application of the Command’s funds on deposit

e creation of a separate ordinary accounts receivable item for the cost of the event not
covered by the available funds on deposit.
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Menu Path: Accounting > Financial Accounting > Accounts Receivable > Document Entry
> Invoice

Transaction Code: F-22

First screen: Enter Customer Invoice: Header Data

gl o TTRad eee CHE NnoD [ O

Enter Customer Invoice: Header Data

| Held document || Act assgnmt model H GIL itern fast entry H Post with reference |

_02/10."2003 I@ﬁ IIIE
_O2f 1072003 E

Reference " UNTT FUND PIMT |
Decheadertet

First line item

Pstky 50 Account 203000 spGL | @ans.type

Use the following table to guide you with the correct entries for the window above.

Field Name The Proper Entry

Document Date Date of the Unit Funds Request

Document type DR — Customer Invoice

Posting Date Same as the Document date

Reference Use standard customer invoice reference
numbering per local MWR business office
procedure

Doc. Header text Use standard customer invoice document
header text per local MWR business office
procedure

At the bottom of the window in the First line item section

PstKy (Posting Key) 50 - Credit

Account Deposits Payable 203000 (account assigned
on PO)

232 Accounts Receivable




Financial and Controlling

Press the Enter key or click on the Green checkmark @ icon.

Second Screen: Enter Customer Invoice: Add G/L Account Item

g| 540 Ieee -k 9000 HE QE

Enter Customer invoice: Add G/L account itemn

|-P More data || Act assgnmt model... || GiL itern fast entry H Tax amounts |

_203000

ltermn 1/ Credit entry / 50

Arnount 1600, 00 usD
Tax code [ Calculate tax
Cost center 4415 Qrder
Article Site
Cluantity
Assignment
Tex

Mext line itermn
Pstiy 09 Account 1000535 Sp.GIL 0 Transtype | @\Iew co.code

Use the following table to guide you with the correct entries for the window above.

The Field Name The Proper Entry

Amount Amount of the party contract

Cost center Cost center assigned on the purchase order
Move to the Next Line Item section

PstKy (Posting Key) 09 — Special GL Debit (for Customers)

Account Customer Account Number

Sp. G/L D — Deposits Payable (VERY

IMPORTANT)

Using the special G/L Indicator “D” with the customer account number causes the system to
redirect the posting to Deposits Payable 203001 rather than Accounts Receivable 131005.

Press the Enter key or click on the Green checkmark @ icon to proceed to the detail screen
for the next line item.
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Third Screen: Enter Customer Invoice: Add Customer Item

v |« 0 @@ SHE atoa0 IBRE @
Enter Customer invoice: Add Customer item

\-W More data H Act assgnmt model... H GiL item fast entry || Tax amounts |

_1000535 203001

lterm 2/ Deposit app'diref'd £ 09 D
Arnount 1000 .00
Due an 02/10/2003
Prmnt hlock Pmnt method Prant meth. supl

Assignment
Text *UNIT FUNDS APPLIED TO PARTY AT HOLIDAY NN

Next line item

Pstiy 01 Account 1000535 Sp.GiL I@ans.type MNews co.code

Use the following table for guidance:

The Field Name The Proper Entry

Amount Amount of the Deposit

Due on Same as the Document date

Assignment Party Contract number

Text We recommend: “*UNIT FUNDS
APPLIED TO COMMAND PARTY AT
HOLIDAY INN”
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Press the Enter key or click on the Green checkmark @ icon to proceed to the detail screen
for the next line item.

Fourth Screen: Enter Customer Invoice: Add Customer Item

0 @@ 203 anoa BRE @
Enter Customer invoice: Add Customer jitem

ltern 3 / Customer invoice /01

Amount 600 .00 uso

Payt terms cog3 Daysipercent / /

Bline date 0271072003

Disc. base Invoice ref. / i/

Prant block Pmnt method Prnnt meth.supl.

Assignment

Text "BALANCE OF COST FOR COMMAND PARTY AT HOLIDAY INn

Next line itern
Psthky

Account Sp.GiL Trans type MNews co.code

Press the Enter key or click on the Green checkmark g to check the entries in the current
line item.
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2
Now click on the “Document Overview” push-button “ toviewa summary of the
Customer invoice journal.

Fifth Screen: Enter Customer Invoice: Display Overview

HI&@@ | 2R ana8 ) EE @

Enter Customer invoice: Display Overview

| Display currency || Park document || Act assgnmt maodel... || GiL itern fast entry H Taxes |

_02; 10/2003 Iﬂﬁ Illﬁ
_O2f 10/2003 E
Ilﬁigﬁﬁﬂ_ -2 003
Reference UNIT FUND PIHT | CrossCCR0.

ltemns in document currency

Itm PK CoCd Account Dezcription CostCr Order Amount

[olc 10l 203000 DEFOSITS FAYABLE 4415 1,600 0F-
Doz 09D 1000535 MFC OLYMFIC FUND 1,000.00
0o3 M 1000535 MWPC OLYMPIC FUND 500 00

D 1,600.00 C 1,600.00 0.oo 3 Line items

Other line item

Trans type News co.code

As you can see from the Display Overview screen the Debits equal the Credits and the

document number should be recorded on DAR paperwork.

document can now be saved by clicking on the Save icon. Of course, the 10-digit
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After the invoice has been posted, the line item display for this Command’s customer
account will appear as displayed below:

List Edit Goto E En nent S g 4y
& dH ece SHE ahLan BE @& -
Customer Line ftem Display

4| ee2 B e 2d R eaF | HEEE S %M mE | BE sesectns

Status B open & Parked @ Cleared
Due date Overdue iy Dus @ Mot due

Run Date: 02/11/2003 15:48:21
User HG_RANDERSON

Open Items Key Date: 02/11/2003

NPC OLYMPIC FUND 1000535
5722 INTEGRITY DR
MILLINGTOM TN 38054
5t |CoCd| Assignment Doc . no Type |Doc. date |Pstg date |PK|[5|DD|MNet due dt Amt in loc.cur. |C]
O a 1148 100000017554 |02/05/2003|02/05/2003|19|D 02/08/2003 TOO.00-
L A | 1146 1300000473 |50 |02/01/2003|02/01/2003(19|D 02/01/2003 300.00-
C B 1148 2300000008 DR |02/10/2003| 02/10/2003 | 01 02/10/2003 500, 0o
C a | 114e 23000000068 | DR |02/10/2003| 02/10/2003|09|D 02/10/2003 1,000, 00
@[ 1148 500, 00
** Agcount 1000535 £00. 00
Run Date: 02/11/2003 15:48:21
User HO_RAMDERSON
Open Items Key Date: LA %

* +

The customer should then be cleared manually (FOLLOW INSTRUCTIONS FROM
PAGE 136 OF THIS MANUAL) and any necessary residual items created.
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z Displaying Archived Images of Customer Correspondence

In version 4.6C, it is now possible to view an image of virtually all correspondence output
from SAP. This includes customer (and employee vendor) account statements, customer
(and employee vendor) invoices, and dunning letters.

From the company code segment of the customer master record (tcode XD03),
determine whether there are any attached archived images of correspondence by
pressing the right-side of the Object Services button to obtain a selection list.

] @ SHEB 0000 @@

B8 Display Customer: Company code data
ﬂ General data ympany code data || Bales area data @
Customer 1008523 JOINT TASK FORCE SIX FTBLISS
Company code 1146 MWR NSA MIDSOUTH
Account manageigent | Payment i 1 G
Accounting information
Recon. account 13100! Sort key aaa Allocation number

N\

Reference data
Prev.acct no.

Press the right-side of the Object
Services button to obtain the a
selection list.

U [@a1 (1) (100) *2 mwrsapl INS 7
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The selection list for Object Services is shown below.

@ 2190 @@ DHE Dno0 DE @B

@ Display Customer: Company code data
| Crosk " Jedata | Sales area data =]
Aftachment list
Suel  Private notes \T TASKFORCE B8 Frovee
Gom  seny . HIDSOUTH
Warkflow + Mgnsactions | Comespondence |

L Help for object services
| At coammg

Recon. account 131005 Sort key L)

Allocation number

| Reference data
i Frev.acctno.

Choose the Attachment List
option.

U [ @1 () o0y Pl mwrsapl | INE 7

By choosing the Attachment List option, a pop-up window will appear that contains all
archived images that have been attached to the selected customer company code
segment. In the example shown, the customer only has a single account statement,

however in practice this customer may have many account statements and several
dunning letters and invoice documents.

Service: Atachment list
G2 [B) a7 $a) =) B]@a[@a]ss
AttachmntList00010005231146
Type |Description \Date '|Time 7| author
@3 |Account statement 011772003 00:00:00
Double-click on the item to
display the account statement
for this customer.
[ [ 1[«][¥]
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Once the item is selected, SAP will launch the viewer. For archived images the viewer is
generally going to be Adobe Acrobat (via Internet Explorer) since each image is stored
as a Portable Document Format (PDF) file.

‘ http:/ fmwr_tn_fs16_persnet.navy.milk443/ archive.dii?getép¥ersion =004 S&contep =T 1 &docid =3E245DA2 - Micros soft Intern ¢ = |U|ﬁ
Flle Edk View Favorkes Tooks Help [ |
* .+ .0 B 4| a & @& 9 B @

Stop  Refresh  Home Search Favorites Media  History Mail Prink
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Please remit payment to: Ac CO u nt
MORALE, WELFARE AND RECREATION
NAVAL SUPPORT ACTIVITY MIDSOUTH Statement
ACCOUNTING DEPARTMENT
5722 INTEGRITY DRIVE BLDG 455 Statement Date: 01/17/2003
MILLINGTON TN 38054 Account Number:. 1000523/ 1146

Paint of Contact: (901) 874-5164

Statement Pericd: 11/30/2002
to

JOINT TASK FORCE SIX 12/30/2002
POC: GEORGE DEWITT
BLDG 11603 SIM RD
FT BLISS TX 79918

[ Signatures | Thumbnaiz | Bookmarks

Page: 1 of 1

THANK YOU FOR YOUR BUSINESS!

CURRENT OVERDUE 1-30 | OVERDUE 31-60 | OVERDUE 61-90 | OVERDUE 91+ | ACCT BALANCE
0.00 0.00 0.00 23,012.50 0.00 23,012.50
Document Number Assignment Transaction Document Amount
Item Description Description Date [
[#) 4 4] 10f1 » H B46x1089in | O H H <] 2l

All of the functions of Adobe Acrobat are now available to use, including printing,
saving and emailing. It is recommended that Adobe Acrobat version 5 be installed on
the client computer (although version 4 will also function correctly).
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